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Dear Ms. Marsh:

The Maryland State Law Library has an on going program to further develop its comprehensive
collection of Maryland legislative lhiistory resources. Part of this program has been designed to
identify and acquire reports, studies and other types of printed materials generated by Executive,
Legislative, or Judicial study commissions here in Maryland.

The purpose of this particular inquiry, is to solicit copies of your task force/study commission
meeting minutes, interim and final report. Based on our experience with research done on
legislative intent and history of legislative enactments emanating from recommendations of
bodies such as yours, these materials often provide important information that may not be
available from any other source.

Please contact Ruth Hodgson, of our library staff, (410) 974-3395, for any arrangements that
would be the most convenient for you in fulfilling this request.

Thank you.
Sincereljy: " .
Neled Il
Micliael S. Miller
MSM:rlh

(410) 974-3395 & Fax (410) 974-2063
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Minutes of Paraprofessional Task Force
Tuesday. September 10, 1995 (,

Mr. Thomas Hendershot, Esq.. Chair of the Task Force, welcomed committee members
and thanked them for serving. He then asked each Committee member to introduce
himself/herself. The following members were present: Mr. Thomas Hendershot, Esa.. Sen. David
Craig. Delegate Salima Marriott, Ms. Kandace Chase, Ms. Sarah Matisick. Ms. Jean Sax. Ms.
Judith Perkins, Ms. Gail Riley. Ms. Marcella Kehr, Ms. Harriett Ghee, Ms. Loretta Johnson,

Ms. Ann Lvtle. Ms. Beatrice Gordon, Mr. Bob Lazarewicz. Ms. Debbie Bostian, Dr. Lawrence
Leak, Dr. Gloria Horneff, Ms. Sandra Marx, Dr. Rosemary Wolfe, and Ms. Judy Berman.  Staff
members from the Maryland State Department of Education, the Marvland State Teachers
Association, and Montgomery County Council for Support Service Emplovees were also
introduced.

Mr. Hendershot then introduced Janet Marsh. Chief of the Teacher Licensure/Certification
Branch of the Marvland State Department of Education, who reviewed the contents of a packet of
materials relative to the issue of paraprofessionals.

Mr. Hendershot reviewed the “charge” set forth in House Bill 1309, which created the
Task Force and resolved that “the Task Force shall review the present utilization of educational
assistants and paraprofessionals by the county board of education and make recommendations on:
(1) Entry level standards for educational assistants and paraprofessionals:.
(2) Training and experience to be required of educational assistants and paraprofessionals..
(3) The development of examinations for entry into educational and professionals
careers,
(4) The licensing of educational assistant and paraprofessionals.
(5) Career ladders that educational assistants and paraprofessionals can anticipate
following; and
(6) Other matters that the Task Force considers of significance.

Mr. Hendershot stated that there was a basic “threshold question”--whether there should
be licensing/certification of educational assistants and paraprofessionals? If the consensus of the
Task Force was negative. then there was no reason for the Task Force to make recommendations
on the issues set forth above. If the answer was affirmative, then the Task Force needed to
address those issues as well as other related issues including the status of current emplovees.
erandfathering and to what extent, and who pavs to meet the certification requirements. He then
asked for comment or discussion from the members. The following represents a summary of the
comments.

. The term “paraprofessional” needs to be clearly defined.

. There must be local flexibility regarding qualifications for entrv level.

. There should be uniform standards across the state.

. If standards recommended. who would implement--State Board or Legislature?
. The Legislature’s intent was not to set standards.







. Are there minimal qualifications that someone needs to have?

. Does language “professionals who work with children” limit scope?

. The intent should be to provide incentives, to recognize those who have
made a life-long commitment to children.

. Ifit involves over 8.000 people. don’t make it so rigorous that it puts current
staff out of a 1ob.

. Insufficient programs at community college level. (Dr. Rosemary Wolfe v
from the Marvland Assoc.of Community Colleges will investigate and report
findings.)

. Recognize that the entry level is {ust a first-step for many.

. Set standards that require certain core knowledge. experience.

. Set qualifications. then standards will follow.

. Not asking for college degree. {ust standards.

. Some classifications are different such as speech pathologist. Must be
different definitions.

. Supervision of paraprofessionals is another issue.

. It is possible to set standards without requiring certiﬁcation/licensure?

. What is the cost to local school systems?

. Cost to the paraprofessionals is important. |

. Some paraprofessionals already meet standards in certain areas such as
special education. Must have medical/technical knowledge as well as
educational knowledge.

. Standards would provide well-deserved recognition.

. Paraprofessionals attend workshops vet not given credit. No validation for
attending courses, workshops. etc. in some locals.

. If training is a must, then should be provided by state or local emplover.

. Specific training should be easily available.

. There are emplovee relations issues such as compensation.

. Should have levels of validation for those who choose not to continue training
or education.

Mr. Hendershot advised the Task Force that the majority vote rules. Whenever necessarv,
he will ask for a motion, then a second, and then call for a majority vote.

The Plan of Action for the Task Force will be as follows:

. Task force members will submit proposed definitions of paraprofessional
and all relevant backup materials from their organization, their own reading. or from their
own hand to Janet Marsh by close of day. Friday, September 13. This information will
be duplicated and handed out at the next meeting to be held on September 20.

. Task force members will provide their own copies for distribution to all members on
September 20 if they cannot meet the September 13 deadline.

. At the September 20th meeting, the various definitions of paraprofessional






will be discussed. Ms. Laura Burton-Graham, Assistant Attorney General with the
Marvland State Department of Education, will provide information on the legal

issues. By the end of the meeting. the Task Force will come to closure on the definition
of paraprofessional. They will then move to discussion on the “threshold question”

of whether there should be a uniform requirement, certification, licensure, or

something else.

. At the October 9th meeting. the Task Force will continue the discussion on
the “threshold question”--whether there should be licensing/certification of educational
assistants and paraprofessionals and come to closure onit. If the consensus is no,
there is no need to address the other related issues. Therefore, the October 9
meeting will be critical.

. At the October 23rd meeting. the Task Force will discuss issues such as affordability.
emplovee relations, etc. and begin to prepare draft report by November 6.

Janet Marsh gave a brief overview of the Educational Assistants/Paraprofessionals
Survey Analysis conducted by the Marvland State Department of Education and asked questions
relevant to the survey.

Mr. Hendershot then asked task force members for their organization’s position, if any,
on the issue. The following represents a summary of the various positions.

. Policy issue of state vs. local control.

. Authority of local education agencies to determine collective bargaining,

. Concern with policy issue of state vs local; license; and great variety of people.

. Provide resource and give credit.

. Who should set standards; inconsistencies; what qualifications are; needs driven; wants
consistency.

. Paraprofessionals need to be recognized. Thev receive no incentives or respect.

. Cost of godfathering.

. Paraprofessionals are integral part of educational system.

. Pushed for legislation for years.

Mr. Hendershot thanked task force members and reminded them to submit all materials on
definition of paraprofessionals with appropriate back-up materials to Janet Marsh by September
13.

q
i
j
1
¢






Minutes of Paraprofessional Task Force
Friday, September 20, 1996

Mr. Thomas Hendershot, Esquire, Chair of the Task Force, began the meeting with a
review of the September 9, 1996 meeting minutes. The minutes were accepted as submitted.

The following members were present: Barbara Abramson, Judy Berman, Debbie Bostian,
Kandace T. Chase, Harriett Ghee, Thomas Hendershot, Gloria Horneff, Loretta Johnson,
Marcella Kehr, Bob Lazarewicz, Lawrence E. Leak, Ann Lytle, Salima S. Marriott, Sandra
Marx, Sarah Matisick, Judith A. Perkins, Gail Riley, Jean F. Sax, Rosemary Wolfe, Betty
Workman

Mr.Hendershot indicated the purpose of this meeting was to come to agreement on the
definition of instructional assistant/paraprofessional.

Six proposed definitions were distributed for discussion. They were submitted by:
Montgomery County Council of Supporting Services Employees, Inc., Howard County Public
Schools, Prince George’s County Public Schools, Anne Arundel County Public Schools, Office
of the Attorney General, and Maryland State Teachers Association.

The following summarizes the discussion on the definition of paraprofessionals. Common
elements ihclude:

assisting teachers under some level of supervision

addressing the level of supervision

selecting the tasks to be performed

determining what duties, other than instructional, such as cafeteria, playground,
hallway, etc., should be included in the definition.

An editorial amendment was offered on Part 1 of the definition submitted by the
Maryland State Teachers Association (MSTA), as follows:.

1) Whose positions -are instructional in nature and may also include the delivery of other
direct or indirect services to children, youth and/or their parents.

The Task Force voted on the offered amended change and rejected it.
A second amendment was proposed to Part 1 of the MSTA definition, as follows:

1) insert the word “primarily” before the word “instructiopal”, so it reads: “Whose
positions are primarily instructional in nature...”

The Task Force voted to add the word “primarily” (11 in favor and 7 opposed)..

A suggestion to either define “instructional program” or change “instructional” to
“educational” was rejected after much discussion.
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A motion was made to delete #1 entirely and use #2 as the definition of paraprofessional.
This motion failed.

Discussion continued on Part 2 of the Maryland State Teachers Association definition
regarding changing “certificated staff member” to “professional staff member”.

Another amendment to Part 2 of the Maryland State Teachers Association definition was
proposed, as follows:

2) Who work under the direction of a certificated staff member. (Delete all the other
language.)

Additional language offered to add “and supervision” after direction.

The Task Force voted to have Part 2 remain without deletion of language (11 in favor,
8 opposed).

~ See attached definition in final form for instructional assistants/paraprofessionals.

After the break, Mr. Hendershot referred to the agenda and the September 10 minutes
relative to the “threshold question” of whether there should be licensing/certification of
instructional assistants/paraprofessionals. The Task Force could conclude at the next meeting
(October 9) that no uniform requirement may even be necessary. Questions to be addressed at
the next meeting are: What is the problem? What is the purpose? What is driving the local
education agencies toward certification of paraprofessionals? Is this needed? What will be the
cost to state government?

At the next meeting, Ms. Janet Marsh will present several job descriptions from the
LEAs. The issue regarding the need for a statewide requirement versus a local requirement will
be addressed by the Task Force.

At the October 9 meeting the legislative intent will be “put on the table”. The original
bill was for Baltimore City instructional assistants/paraprofessional certification only. Can this
issue be addressed through the job description? The Task Force will vote on the above issues
at the next meeting.

The Task Force voted to only allow a proxy vote for members who attended the
September 20 meeting.

-
-







FINAL APPROVED
DEFINITION OF PARAPROFESSIONAL

Paraprofessionals are defined as employees:

18 Whose positions are primaril

Y instructional in nature and may also include the delivery
of other direct or indirect se

rvices to children, youth and/or their parents; and

Who work under the direction and supervision of a certificated staff member who is
responsible for the overall conduct and management of the education and related services
programs, including the design, implementation and evaluation of such programs, and
the assessment of the impact on student progress and other education outcomes.

THRESHOLD QUESTION IS:

Should the Task Force recommend to the legislature that

there be a certificate/license/permit for
paraprofessionals in the State?
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Minutes of Paraprofessional Task Force
Wednesday, October 9, 1996

Mr. Thomas Hendershot, Esquire, Chair of the Task Force began the meeting with a
review of the September 20, 1996 meeting minutes. The minutes were accepted as
submitted.

The following members were present: Barbara Abramson, Judy Berman, Debbie
Bostian, Kandace T. Chase, David R. Craig, Harriett Ghee, Beatrice Gordon, Thomas
Hendershot, Judy Hendrickson, Gloria Horneff, Marcella Kehr, Bob Lazarewicz, Lawrence
E. Leak, Ann Lytle, Sandra Marx, Sarah Matisick, Judith A. Perkins, Gail Riley, Jean F.
Sax

AT

Proxy votes were sent in by Delegates Salima S. Marriott and Betty Workman, Ms.
Lorretta Johnson, Dr. Rosemary Wolfe.

Mr. Hendershot reviewed the agenda and introduced Ms. Laura Burton-Graham,
Assistant Attorney General. Ms. Burton-Graham was asked to submit legal issues that may
possibly be raised if certification/licensure for paraprofessionals were implemented. The
following issues were presented.

° Professional Standards Teacher Education Board (PSTEB) and the State Board
do not have the authority to issue requirements for certification or licensure of
paraprofessionals. Authorizing statute would need to be changed through
legislation

° A personnel issue regarding a licensing requirement would need to address all
paraprofessionals previously employed prior to implementation of licensure/
certification. Either a grandfather clause or issuance of license/certificate
would need to be considered.

] The State Superintendent must keep records, credentials, diplomas for all
certificated employees. This would increase record keeping for an additional
10,000 certificated employees. This would have a fiscal impact for the
Division of Certification and Accreditation.

° Level of contracts for paraprofessionals would need to address a 2 year
probationary period similar to teachers. Tenure dismissal would need to be
addressed through regulations.

° Collective bargaining would need to be addressed. A gap was identified
relative to Title 6, Subtitle 5 and Subtitle 4. Possible solution would be to
amend Subtitle 4 to include paraprofessionals or create a new statute to address
the current limits that would need to be changed.

1




An interstate agreement would need to address reciprocity from one state to
another.

An appeal process/system would need to be established to determine rulings on
certificated staff who have not fulfilled or completed specific requirements.

COMAR would need to address attendance, notification of sick leave, death
leave, loss of pay, evaluation requirement because paraprofessionals would fall
into this category

The task force discussed other issues for consideration.

Certification/licensure may possibly be an issue for consideration by individual
jurisdictions.

Education is a statewide issue with the General Assembly having overall
authority.

Currently there are no education regulations that apply to just one jurisdiction
although other agencies have done so through the Administrative, Executive
and Legislative Review Process (AELR)

Impact on Special Education students, due process and Individuals With
Disabilities Education Act (IDEA) may cause liability issue. For example, a
parent could claim their child is not receiving the highest entry level

certificated paraprofessional and could request a due process hearing for
private placement reimbursement, and attorney fees if one jurisdiction certifies

paraprofessionals and other jurisdictions do not.

Currently paraprofessionals on the Eastern Shore are excluded from collective
bargaining units. Would they remain exclusive, a separate group, or be
included with other existing units i.e. teacher unit?

Professional development plans require continuous classwork etc., who would
determine and develop professional development plan for paraprofessionals?

Other possible options were discussed by the Task Force Committee:

Remove licensure issue and define locally by job description (This could be
done through COMAR not legislation).

Set minimum requirements for LEA’s employment standards i.e. High School
diploma.




° Issue to address licensure versus LEA employment standards.

Ms. Janet Marsh reviewed LEA’s employment standards and revealed the survey that
the Division of Certification and Accreditation did showed requirements were varied. See
enclosure revealing all various functions and duties.

. Another issue for consideration is small LEA’s requirements vs. large LEA’s
requirements, difference may cause some discrepancies.

After the break, the memo by Marcella Kehr and Gail Riley was distributed. Please
see attached, the following issues were raised.

o Cost to state vs. Cost to LEA’s

o Small LEA’s depend on part-time assistants
° Cost to MSDE, please see attachment

A review of threshold questions was introduced.
. Should we recommend licensure/certification of paraprofessional?
. Should we recommend anything? If yes, what?

The proxy vote issue was addressed. An open discussion of the dedication of
paraprofessionals was agreed upon by all Task Force members.

The following additional issues were presented:

o Legal issues call for more in-depth study

. Respect doesn’t come from hourly wage and a “piece of paper”
. Should an additional task force study be recommended?

. Do we have a recommendation for the legislature?

Action required on the following items:

. Do we recommend licensure/certification to the legislature?
. Do we affirm recommend against licensure/certification?
° Do we not make recommendation but offer some alternatives?



Motions Taken:
Shall we recommend paraprofessional licensure/certificate statewide? Motion 2nd
-First vote was taken to recommend to legislature statewide licensure/certificate
Vote - For 3
Opposed 20

-Second discussion, recommend to Governor that only Baltimore City issue licensure/
certificate to paraprofessionals.

-Delegate Marriotts position was addressed, discussed and dismissed
Motion: To constitute a Task Force to continue to study the issue.
Vote - For 3
Opposed 20
Third motion voted upon - Should recommendation be that licensure/certificate be
allowed for any single LEA?
Vote - For 3
Opposed 20

Next discussion included absence of licensure/certificate should uninformed
recommendations/ standards be addressed for employment, possibly conferring a committee
to study further considerations?

Motion to review documents distributed be discussed at the next meeting.

. What if any guidelines would this committee want to report on? Consider the
following three issues and address in the final report.

. Recommend guidelines at all?
° Should Higher Education suggest study group?
o How should we incorporate all information into report?

Vote taken in favor of studying these options.



NISTA | 2.

344 North Charles Street » Baltimore, MD 21201-4374
410-727-7676 « 800-448-MSTA .« FAX: 410-783- 0585

September 23, 1996

TO: Janet Marsh

FR: Dale Templetonw’

RE: FYI

Enclosed is information you may find of interest.

If I can be of further assistance, please call me.

c:\winword\letters\marsh
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Karl Kirby Pence, President
Patricia A. Foerster, Vice President
Michael A. Butera, Executive Director
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Board of Education of Allegany County

B . " 108 Washington Street, P.O. Box 1724
Cumberland, Maryland 21502-0439-
Telephone (301 } 769-2000

VACANCY ANNOUNCEMENT

E. Terrill
Superintendent TEACHER ASSISTANTS
PRE-KINDERGARTEN AND KINDERGARTEN
SALARY : ;u.—eee'- 7038 f
A;,ﬂ:‘ 11514
UALIFICATIONS: Must have an interest and desire to woxk with children.
ol diploma or completion of G.E.D. requirements.

DUTIES:

SUBMIT
APPLICATION
TO:

CLOSING DATE:

co'd

Muct possess & high scho
Must be able to cocperate and work with classroom teacher.

grould have previous training or experience working with children.

Board of Education need only notify

A person preaently employed by the
of his/her interest in applying for ;

the personnel office, in writing,
chis position.

e hired who will have contact with

in accordance with state law anyon
rprinted and gubmit to a coriminal

our achool children, must be finge
background investigation.

THIS ADVERTISEMENT IS TO CREATE A POOL OF APPLICANTS TO FILL POSITIONS
WHICH MAY BE AVAILABLE AFTER AUGUST 1, 1994, SUBJECT TO THE AGREEMENT
BETWEEN THE BOARD OF SDUCATION OF ALLEGANY COUNTY AND ACSEC.

Assists in the follow-up of instructional activities as planned and
presented by the classroom teacher.

provides assistance tO enable classroom teac
children. a

Allows children the opportunic
adults.

Promotes effective utilization
for the use of necessary inst
result of team planning.

Provides pertinent information to teac
development of the individual.

Assumes paraprofessional role and regular duties assigned by teacher
and/or appropriate administratox.

hers to spend moxe time with
y to identify with additicnal interested

of teacher’s . time and talents by preparing
ructional and awdio visual materials as &

hers that will assist in the

James M. sSmith

Directeor of Personnel

Board of Education of Allégany County
108 Washington Street

Curberland MD 21502

P g

AN EQUAL CPPORTUNITY EMPLOYER

SBSPEBLATYT oL // Yiod WONd WdEE:2P 9661-E1-60
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X Board of Education of Allegany County

108 Washington Street, P.O. Bax 1724
. b Cumberland, Maryland 21502-0439 -
Telephone (301) 759-2000

Robert E. Terrill VACANCY ANNOUNCEMENT
Superintendent
TEACHER ASSISTANTS - CHAPTER I
STATE,/FEDERALLY FUNDED

SALARY: $137680 - $17,038
'/2,9-1: - 1,7 5%

QUALIFICATIONS: Must have an interest and desire to work with children.
Must possess a high school diploma or completion of C.E.D.
i te. :
Mast be able to cooperate and work with classroom teacher.
Should have previous training or experience working with
children.

A person presently employed by the Board of Bducatien need only
notify the perscrnel office, in writing, of his/her interest in
applying for this positien.

In accordance with state law, amyone hired who will have contact with
our school children, must be fingerprinted and submit to a criminal

background investigaticn.

THIS ADVERTISEMENT IS TO CREATE A POOL OF APPLICANTS TO FILI, POSITIONS
WHICH MAY BE AVATLABLE AFTER AUGUST 1, 1994, SUBJECT TO THE AGREEMENT
BETWEEN THE BOARD OF EDUCATION OF ALIEGANY COUNTY AND ACSEC.

" DUTIES: Assists in the follow-up of instructional activities as planned
and presented by the classrcom taacher.

Provides assistance to enable classroom teachers to spend more
time with children.

Allows children the opportunity to identify with additional
interested adults.

Promotes effective utilization of teacher’'s time and talents by
preparing for the use of necessary instructional and audio-vieual
materials as a result of team plarming.

Provides pertinent information to teachers that will assist in
the development of the individual.

Assumes paraprofessional role and regular ducies assigned by
teacher and/or approgriate administrator.

SURMIT James M. Smith

APPLICATICN Director of Perscnnel

TO: Board of Education of Allegany County
108 washington Street
Cumberland, Maryland 21502

CLOSING DATE: -y .

AN BQUAL OPPORTUNITY EMPLOYER

£0'd  SBSRLB8LOTPT 0oL Yidod WONd  WJLEE:20 966T-£1-69



Superintendent

JALIFICATIONS:

UTIES:

SUBMIT
APPLICATION
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sLOSING DATE:
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Board of Education of Allegany County

- 108 Washington Street, P.O. Box 1724
Cumberland, Maryland 21502-0439
Telephone (301) 759-2000
VACANCY ANNQUNCEMENT
TEACHER ASSISTANTS

SPECIAY, EDUCATION

SALARY: $11,880 - $357938
02,23 I SH

Must have an interest and desire to work with learning disabled,
mentally disabled. and physically disabled children.

Must possess a high school diploma or completion of G.E.D. requirements.

Must be able to cooperate and work with classroom teacher.

Should have previous training or experience working with disabled

children.

A person presently employed by the 3card of Education need only notify
the personnel office, in writing, of his/her interest in applying for

this position.

in accordance with state law anyone hired who will have contact with
our school children, must be fingerprinted and submit to 3 criminal

background investigation.

©HIS ADVERTISEMENT IS TO CREATE A POOL OF APPLICANTS TO FILL POSITIONS
WHICH MAY BE AVAILABLE AFTER AUGUST 1, 1994, SUBJECT TO THE AGREEMENT
BETWEEN THB BOARD OF EDUCATION OF ALLEGANY COUNTY AND ACSEC.

Assists in th

e follow-up of instructional activities as planned and

presented by the classroom teacher.
Provides assistance to enable classroom teachers to spend more time with

children.

Allows children the opportunity to identify with additional interested

adules.

promotes effective utilization of teacher’s time and talents by preparing
for the use of necessary instxuctional and audio visual materials as a
result of team planning. '

Provides pertinent information to teachers that will assist in the
development of the individual.

Assumes paraprofeasional role and regqulax duties assigned by teacher
and/or appropriate administrator.

Assists physically disabled children with mobility.

Assists disabled children with personal needs.

Director of Personnel

James M. Smith Q/M/

Board of Education of Allegany County
108 Washington Street
Cumberland MD 21502

Fraspeeemier-Sbist

SBSREBLBTYT

AN EQUAL OPPORTUNITY EMPLOYER

oL : Z IOy Wod4  WdES:2d 9661-£1-608
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RECEIVED SEP 13 139

SECRETARIES/ASSISTANTS ASSOCIATION
of ANNE ARUNDEL COUNTY (SAAAAC) -

Amold. Marylund 21012

Dee Zepp. President
Telephone (410) 974-1294

September 12, 1996

FAX MESSAGE
To: Dale Templeton

From: Jeanne Jones

with this cover are job descriptions for the Teacher
Assistants in Anne Arundel County. Linda James asked me
to send them to you. I hope they are what you want.

P.O91

P.0O. Box 9764 _




SEP-12-96 B82:51 PM P.O2

- ANNE ARUNDEL COUNTY PUBLIC SCHOOLS

HILE: HEALTH ROOM ASSISTANT . NQ. 058
ORGANIZATIONAL UNIT: Department of Student Support Services
REPQRTS T0O: School R. N. /Nursing Supervisor

ESSENTIAL JOB FUNCTIONS: -
Manages the activities of the school's heathroom under the direction and supervision of the school nurse. These duties include
first aid and administration of medication as delegated by the school nurse. Additionally, performs a variety of heakh related
maintenance duties as indicated by the health profile of students needing assistance during the schoo! day. Responsibiities
may included a variely of health tasks and clerical work in assisting students with heaith related needs. Nature of work involves
feng, positioning, pushing, and aiding in bodily functions, as needed. Work is planned and implemented under the direction of
the principal and the supervision of the school nurse.

EXAMPLES OF RUTIES AND RESPONSIBILITIES:
These ¢xamples are llustrative and not aR inclusive:

Administers medication as ordered by physician and delegated by school health professional.

Provides first 8id (including CPR) to shudents/stafl,

Maintaing log of health room visits.

Reviews studont immunization records and health invenlorics referring all positive findings lo school health professional
Provides or assists with screening for scoliosis, visionvhearing and nuisance conditions.

Assists in preparing accident or health reports as appropriate.

Assists In review of records of communicable diseases when an outbreak occurs a! a particutar school.

Provides assistance to health professionals or parents in catheterization. mouth suctioning, or other health care neads
and as delogaled by the school health professional.

9. Assists in todeling involving liing and positioning, and toilet training when appropriate.

10.  Assists with leeding of students who have physical handicaps.

11, Assists in pasitiorung of students lo alleviate stress due 1o their health related condition.

12, Assists in monitoring indicakors of special dressings or equipment so that they may report to professional or parent.

13.  Assists professional in putting on, adjusting or taking off of braces

4. Gan assist with attendance calls and records.

15, Other duties as assigned.

PN WD -

= SUPERYISION AND GUIDANCE RECEIYED;
Works unde¥ the genaral supervision of the school health professional. Also receives directions from the principal. Evaluations
are completed by the school nurse/ursing supenvisor with input from the principat

High school diploma or equivalency certificate.

2. Must be physically capabie of physically assisting physically disabled students often involving lilting, positioning, pushing,
and aiding in bodily functions. as needod.

3. Ability 1o exercise good judgment in dealing with students, parents, administrators and other employees and the general

public. '

4. Have up-to-date aining in First Aide and CPR procedures and practices as approved by Board of Education within tree
(3) monts of assignment/appointment.
5. Appropriate vaining for all specialized health duties as provided by Board of Education/parents and delegated by school
mirse.
8. Provide own transportation (there may be a need 10 travel from school 10 school). s
7. :ﬂingness to carry out policy and procedures concerning the management of communicabie diseases both personally and
r school staff.

8. Successiul compietion of alt required lests andior appropriale training.

APPROYER- August 1992
REVISED: July 1995, February 1996
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ANRE ARUNDEL COUNTY PUBLIC 8CROOLS

TITLE: PERMANENT SUBSTITUTE TEACHER (ASSISTANT) NO, 07

|
s ———— S

ORGANTZATIONAL UNIT: Deparunent Of Instruation
REPORTS Tt Principal or Designee
GENERAL STATEMENT OF WORK:

Serves In & substitute capacity on a permanent basis for an absent teacher(s) by continuing dully instruction In all
areas of curriculum. At other times, sssists teachers/siudents with gpecla) projects; works with students Individually
er In smell groups to reinforce suhjects initially introduced by the teachers or supervises students teo provide relief
tima to teachers for planning periods, conferences and related professional activities; snd performs a varlety of
clerical tasks In support of the work of the instructional staff, Work is planned and implermented under the direction

of the principal and professional statf,

BRAMPLES OF PUTIES ARD RESPONSDBILITIES:
These exampies are Diustrative and not all inclusive:

1. Serves in a substitute espacity for an absent teacher(s) following lesson plans in all areas of curriculum; or
providing necessary reinforcement of fnstruction and materials.

2. Discusses with teacher(s) what has happened during thelr absence. As required, extends lesson plans and
continues dally instruction during any sbsence(s).

4. Continues Instruction and/or supervises students to provide relief time to teachers for planning perlods..
confereneet, and related professional activities.

4. Assists teschers In planning, Implementing, and eveluating instruetional lessons, methods, stretegies, and .
materials to meel individual needs of students.

8. Works with teachers/students on special projects/lessons/assignments.

§. Prepares a varlety of instructional materisls to include: posters, charts, trensparanclies, game boards/ecsrds,
Assists with bulletin boards, exhiblts and displays.

1. Msy supervise lunch dutles, playground and bus duties as directed.

8. Performs a varlety of clerical tasks including correcting work pepera/tests; keeping daily sttendance records
when tescher(s) is absent; maintaining eppropriate student folders/records; and other related tasks as assigned,

9, Sets up learning, laboratory, and activity centers. Individually tutors and/or assists students having
difficultics.

10. Attends and actively participates In staff development actlivities,
11. Performs other related duties as essigned.

e R R S T R

0

T

SUPERVISION AND GUIDANCE RERCEIVED:

Works under the general supervision of the Principal. Works under the directions of the teacher or teachers, when
assigned to them. Exercises Initistive and Independent Judgment while serving In a substitute eapacity within Board

L Policy and Regulations.
QUALIPICATION REQUIREMENTS,

i 1. Completion of sixty (60) semester hours of college.
9. Willingness ts leern and implement instruetional methods, stretegles, and techniques o assist teachers in the

sdueation of students. .
3. Abllity to esercise patience, courtesy, tact, and good juégment In deallng with gtudents, teachers,
administrators, fellow employees and parents.
4. Abllity to Independently plan and/or follow instructionsl fessons/essignments.
5. Buccessful completion of all required tests

*pesition Is paid from the Classified Personnol Salsry Schedule-Teacher Assistant and Permanent Substitute.

APPROVED: January 1983
REVISED: March 1990
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= : ANNE ARUNDEL COUNTY PUBLIC SCHOOLS

IILE: SPECIAL EDUCATION TEACHER ASSISTANT NO. 083
OROANIZATIONAJL UNIT: Student Support Services
REPORTS T0: Principal

Assisls teachers in caring for the physical and instructional needs of physically, mentally, and emotionally handicapped
students in special educalion programs. Work of this class invoives responsibility for assisting teachers with emphasis in canng
for the physical needs of the sludents such as ealing lunch and bathroom/oiel care, taking off and putting on outdoor atlire,
adiusting braces, wakers, wheelchairs often involving liing, pushing, and aiding in bodity functions; assisting students with
Individual and group work supervised by the weacher; and working closely with students, 18achers, and other protessional
personnel in carrying out the various special education programs al elementary and secondary grade lovels. Additionally, some
assignments involve camying out instructional tasks as outtined by professional staff based upon individuat student objectives
and pas! analysis of the community site activity. Nalre of work requires extensive walking, stooping, pushing, carrying,
climbing, bending and liing. Employee(s) must be capable of performing any and all of the listed duties individually or
independently which may vary based upon their work focatiorvassignment and avaitable staffing.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

These examples are ifustralive and not all inclusive.

1. Assisls students onvoll buses olten involving liting, pushing, and aiding in bodily functions. Monitors €enlry and exit of
students assuring that they get to the correct classroom.

2. Helps students and'or trains them in Laking ofl/putting on outdoor attire, shoes, Personal grooming, self-help, etc. Adijusts

braces, wakers, and wheelchairs often requiring pushing, lifing and/or aiding students in bodiy functions.

Assiss sludents with feeding, Serves beverages/snacks. Collects trays.

4. Panicipates in routine supervision of students while playing and resting. Aids and guides students as they move
Bwoughout the building. May supervise lunch duties, playground and bus duties as divected.

5. Assists and/or trains students in balhvoom/lodet care. May be required to change diapers. Cleans/showers student(s).

Washes/dries, changes soled clothing accordingly.

6. Hears the sludenl(s) in recitation, reading, and other cumiculm tasks. Reinforces subjects initially introduced by the
teacher usually working in a one-to-one situation o in smatl proups.

7. Works patiently and provides motivation 1o students who have a short attention span and/or who require individual or
close attenion. Employs dril work and other reinforcement techniques.

8. Assists in controling the discipling of students. Reacts promplly in the event of seizures, disruplive behavior, or related
sitvalions, Aids students who are 7l or physically uncomlortable. 3

9. Ads students in leaming basic skills refated o job - raining activities.

10. Observes and gathers assessment data on swdentis). Confers and discusses progress of sludeny(s) with teachers and
other professionat stalf,

11. May bo assigned to fibrary/media center. Assists studenis in seloction of books of interest or relevance 1o the subject
currently under siudy. May set up and operate audio-visual equipment. Reads stories aloud 1o students.

12. Performs a variety of clerical tasks such as preparation and up keep of bulletin boards, colating conespondence and
instructional materials, correcting tests‘work papers, mventorying and requisitioning of materials, mainlaining files of case
records, keeping daily atiendance, etc.

w

Ofi-Site Work Training Activities/Communtty Based Setling
13. Accompanies students 1o off-site work fraining activities and community based locafions as planned by job coach or
teacher,

reontinneds
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SPECIAL EDUCAT ION TEACHER ASSISTANT ’ Page 2

| : - gontinued

Ofi-Site Work Training Activities/Community Based Setting - continued

14, Monitors salety and behavior of students on/off the bus while yaveling to/rom the job site.

15. Maintains emergency informalion on students and follows prescribed procedures in the event ol an emergency sitvation.

16. Impicments instructional plans and aciivities as designated by the job coach and/or teacher which often inchudes
demonstrating tasks and skills initially introduced by the job coach or an employee. Provides reinforcement lachriques 1o
keep students focused on task.

17. Maintains public relations with management, slaff, employees, customers, and others involved in off site work braining
activibes andlor community based settings. _

18. Monitors the behavior and allitudes of students. Provides motivation 16 students to assist them in devefoping skils needed
10 accomplish assigned work tashs.

10. May rotate students in their assignments % allow for parbicipation in a variety of tasks.

20. Makes adjustments 1o the students’ on-site work tasks and/or community based acliviies in order to meet changes in e

serviceiproducon needs of the employer/spansoring organization,  Keeps job coach informed of any major
changes/adjusiments, accordingly.

21, Sees to the general safety of the sludent at all times while at off-site locations. Gives special attention to safety factors
when work conditions change or vary (ie., woather); or whan new skils, utensils, 1ools, and/or power equipmen are being
used (i.e., vacuum cleaners, cleaning solvents, powered dish washers, etc.).

22. Observes and gathers assessment data on student(s). Confers and discusses progress of student(s) with job coach,
teachers and other professional stalf.

23. Plans for and anticipates personal needs of siudents (i.e., location of toifet facilities, drinking water fountains, appropriate
break imes/areas, elc.] while at off site locations.

24 May eat lunch with students while at the work site (or stays with students during their lunch break) in ordef to provide for
supervision of students at all times. ¥

25. Perdorms other duties as assigned.

SUPERYISION AND GUIDANCE RECEIVED:
Works under the general supervision of the principal. Works under the directions of the teacher or teachers, when assigned to
them. May receive immediate instructions, and guidance from other prolessional stalf.

QUALIFICATION REQUIREMENTS:

1. High School Dipioma or Equivalency Ceriificale, preferably supplemented by formal academic courses/¥aining in the field
of ¢hid development with specific applications 1o the area of spacial education. _

9 Considerable palience and the ability to work with physically, mentally, emotionally. andfor mutti-handicapped students.

3. Appropriate yaining for all specialized handicap related care needs. Appropriale yaining related to seizures, disruptive
behavior, etc. as provided by Board of Education workshops/in-service training.

4. Must be physically capable of physically assisting handicapped students ofien involving fifting, pushing, and alding in '

bodily functions, as needed.

5. Must be physically capable of exlensive walking, stooping, pushing. carrying, cimbing, bending. and ffiing of up to 50 pounds
independenty.

6. Abiity to work harmoniously with and provide a broad range of assistance to prolessional sialt.

7. Successtul compietion of all required tests and/or appropriale training.

APPROVED: May 1978
REVISED: September 21.1082. January 1673. November 1989, December 1989, December 1990, March 1991,
April 1991, May 1992, February 1994
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ANNE ARUNDEL COUNTY PUBLIC 8CHOOLS

JTLE: TEACHER ASSISTANT - HEALTH ISSUES PROGRAM NO. 058
| (Physically Digsbled Students) -

ORGANIZATIONAL UNIT: Department of Studen] Support Services

REPORTS TO: Princinal

GENERAL TEMENT OF WORK:

Performs a veriety of health relsted maintenance duties as indicated ‘by the health proflle of students needing
assistance during the school day. Responsibilities mey Included o varioty of heaith tasks and elerienl work In aseisting
Sludents with health related needs. Nature of work involves lifting, positioning, pushing, and alding in dodlly
functions, as needed. Work is planned and implemented under the direction of the principal and the professional! staff.

EXANPLES OF DUTIES AND RESPONSIBILITIES:

These examples ere illustrative and not all inclusive:
1. Provides acsistange to health profestionalk or parents in tube-fesding, catheterlvetion, suetioning, os ather
health care needs.
2. Assists in tolleting Involving lifting and positioning, and toilet training when appropriate.
3. Assists in positioning of students to alleviate stress due to their health related condition.
4. Assists professional or parent in suetioning of non oxygen dependent children.

5. Assists In monitoring Indicators of special dressings or equipment so that they may reporl to professional or
parent.

8. Arnsists professional in putting on, sdjusting o¢ taking off of braces.
Assists in preparing accident or heslth reporis as appropriate,
8. Assists in review of records of communicadle diseases when an outhreak oecurs al a particular school.

9. Assists students who have physiea) hendieaps related to elironie conditions, such as arthritis, asthma, epilepsy
and diabetes, .

10.  Other duties as assigned.

SUPERVISION AND GUIDANCE RECEIVED:

Works under the general supervision of the Principal.

QUALIFICATION REQUIREMENTS,

1. High school diploma or equivalency certificate.

3. Must be physically capsdle of physieally assisting physically disedled students often involving Iifting,
positioning, pushing, and aiding In bodily funetions, as needed.

= 3. Abllity-10 exercise good Judgment In dealing with students, parents, administrators and other employees and
the gencral publie,

4. Have up-to-date training In Flest Aide and CPR procedures and practices as approved by Board of Education
within six (€) months of sssignment/appolntment.

E. Appropriate trsining for all speclalized health duties as provided by Board of Eduoastion/parent.
€. Provide own transportation (there msy be & need to travel from school to school).

7. Wilingness to carry out policy and procedures concerning the management of communicadle diseases both
personally and for school staff.

8. Successful eompletion of all required tests and/or appropriate training.

APPROVED: August 1989
REVISED: Decamber 1989, April 1091
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ANNE ARUNDEL COURTY PUBLIC BQHOOU

TTLE: - TRACHER ASSISTANT - INTERACTIVE CABLE Xo, 031

2.A ] Division of Media Serslces, Department of Instruction f
RERPORTS TO- Prinelpal
QENERAL STATEMENT Of WORK:

Provides amsistance to the Instrustionsl stall relsted to Interactive eeble instruclivn. Nature of work Involves
respomaibility for the day-to—day oparailon of the two-way Intersciive cabls fecllity that includes oparation of the
equipment, video camers, VCR, and facslmile machine; pasisting teachers utllizing the two-way eable network system
in the setup and operation of equipment; and serving ar the instructional monitor i the salellite clhssroom. Wil be
recuired to perform various elerieal support Lasks sueh as kesping logs/records; processing work Dpapersetly; and - i
maintaining Instructional material, supplies, or student folders. Work Is planned and Implemenied under the direclon
of the principal end the professional stafl.

EXAMPLES OF D RESPONSIBILITIES:

These examples are lllustrative and not all incluslves
1. Sets up and operates Intersctlve cable video eamera and related equipment used to transmlt communieations
between broadcasting and recelving facillties,
2. Makes basic adjustments to equipment/machines to achleve operational use.
3. Serves as Instructiona) monitor In the satellile classroom.

4. Performs various olerlcal support tasks auch s Keeping student attendance records; processing work
papers/tests) and malntalning approprlate student folders/records.

S, May travel between sehools to dellver or recsive s varlety of materials Ineluding books, tests, or other
fnstructional related items.

6. Sets up and operates the facaimlle rasehine/equipment to send or recelve various materials (l.e., tests, quizzes,
homework to and from achools, and other materials as requested by sehool stafn),

7. Muy video tape classroom Instruction for use during other periods of the school day.

8. Reports problems and/or malfunctions with esble systems to the appropriate cable contractor. Makes
arrangements for major repairs of equipment/machines with contractor s instrucled. i

9. Prepares a varlety of Instructional materials to include posters, charts, and other related Items. Assists with
bulietin boards, exhidbits, and displays,
16, Assists In storing, inventorying, and requisition of Instructional materials, supplies and equipment as directed.
11. Attends and sctively participstes In stafl development sctivities.

13. Performs other duties as assigned,

SUPERVISION AND GUIDANCE RECEIVED:

Works under the general supervision of the principal. Works under the directions of the teacher or teachers, when
assigned 1o them. May receive Immediate Instructions and guidance {rom other professional staff.

QUALIFICATION REQUIREMENTS:

1. High School Diploma or Equivalency Certlficate.

2. Willingness to learn and implement Istructional methods, strategles and techniques 1o assist teachers in the
education of atudents.

3. Willingness to learn the correct set up and operation of interactive cable video camera and related equipment,

4, Aol to exercise considcrable patience, courtesy, tact, and good juigment in working with students,
teachers, administrators, fellow employees, and parents.

8. Successful completion of all required tests,

APPROVED: February 1992 .
REVISED:
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TITLEs TEACHER ASSISTANT NO. 022-59
ORCANIZATIONAL UNTTs DEPARTMENT OF INSTRUCTION
REPORTS TOv Principal

NERAL STATEMENT OF W 2

Assists the instructional staff in Implementing pians and programs related to the academlc or a speclailzed ares to
which assigned; performs various non-instructional tesks In direct support of the teachin -lesrning process, Work
Involves working directly with siudents individually or in small groups to reinforce subjects initlally Intraduced by the
teacher In all subject areas; assisting teachers In planning, implementing, and evaluating Instructional lessont and
programs; observing students and assessing thelr progress; participating in staff deveiopment activities; and the
preparation of instructional materials. Work is planned and Implemented under the ditection of the principal and the
professional staff.

EXAMPLES OF DUTIES AND RESPONSIBILITEES:

These examples are lllustrative and not all incluslive.

I. Works directly with the students Individually or in small groups to reinforce subjects Initislly Introduced by the
teacher.

2. Asnisns teachers In plamning, Implemnenting, and evaluating Instructional iessons, matheds, strategles and
materials to meet the individual needs of students.

3. Organizes materlals (prescriptions) for each group/student, Sets up learning stations, laboratory, and activity
centers. Supervises students while working; assists students having difficulty.

4. Leads and/or facilitates group dilcu'nions. sharing time, Individual recltation or Individua) work.

3. Prepares a variety of Instructional materials to Jnclude posters, eharts, transparancies, game boards/cards, ln'd
other related materials, Assists with bulletin boards, exhibits and displays,

€. Observes and gathers assessment data on students. Discusses obsarvations/progress of students with instruc.
tional staf!.

7. May supervise {unch duties, playground and bus duties as directed,

8. Assists In the administration ©of tests/assessment instruments. Recotds dats to record books/master
charts/assessment forms.

9. Performy a varlety of clerics] tasks Including corracting work papers/tests, keeping daily attendance,
maintaining appropriate student foiders/records, and other related tasks as assigned. |

10.  Works with teachers/students on special projects/lessons/assignments.
1i. Assists In storing, Inventorying, and requisitioning of Instructional materials, supplies, and equipment as directed.

12.  Aids in organization/housekeeping tasks for laboratory, learning stations, work aress, or othet Instructions!
settings.

13. Attends and actively participates in stalf development actlvities,
LIBRARY - MEDIA TASKS

18,  Awists teschers and students in researching, selecting and/or locating appropriate print and non-print materials
for use In preparation of classroom lesson/assignment. A

13.  Instructs students in basic media center skills and procedures. Asslsts with setting up learning stations and
activity centers. Alds students in use of card catalog,

16, Trains and supervises students or parent volunteers In the daily operations of the media center.

17. Reads uor;es. Shows films. Works with small group of students te discuss and/er reinforce lesson plans and
Library skills.

13. Assists at the circulation desk, Registers borrowers, Dates, stamps, sorts and files books and cards.
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19. Types snd distributes overdue notices. Maintains related obligation Usts/recerds.

20. Receives and processes new books and AV materlals. Counts, stamps, labels, tags, reinforces, pastes, pockets
and shelves items accorangly. :

21. Recelves, stamps, covers, processes and shelves journals, periodical pamphlets, paperbacks, of other printed
materials.

22, Sorts and flles catalog cards for print and non-print materials. Maintaing current catalog cards/ftles by suthor,
subject and title.

23, Keeps current Lim Usts. Books and distributes 16MM films from the media center.

2%, Operates and/or instructs students and teachers in the use of audiovisual equipment Including 1EMM movle
ojectors, fiimstrip projcctors, tape recorders, cassctte pleyers, ete. Asslste In minor repairs ané replacement

o} projector lsmps.

25. Types requlsitions, catalog cards, notices, subject bibliographies, dittos, and letters. Contacts suppliers by letter
and/or telephone concerning Incorrect/delayed shipments of books or materials,

26. Maintains vertical flle ineluding clippings from discarded materlals for use In the flle.

27. Conducis end-ol-year jnventory, Gathers data, Types requisitiens fer ordering media materiale and genera!
office supplies. Reserves books and materials for teachers.

28. Performs other related duties as assigned.

SUFERYISION AND GUIDANCE RECEIVED

SUPERYI I ON AN s e ——

Works under the general supervision of the Principal. Works under the directions of the teacher or teachers, when
assigned to them, Media Alde works undet the direct supervision of a media specialist,. May recelve immediate
Instructions and guidance from other professional staff.

QUALIFICA]!ON &EQUIRBMENTS:
. High School Diploma of Equivalency Certificate,

2. Willingness to fearn and implement Instructional methods, strategies, and technigues to assist teachers in the
education of students.

3. Ability to exercise considerable patience, courtesy, tact, and good judgemém in working with students, teachers,
sdminittrators, {ellow employces and parents. '

&. Successful completion of all required tests.

APPROVED: JANUARY 1983

REVISED:
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BALTIMORE COUNTY PUBLIC SCHOOLS
Salary Schedule for Instructional Assistants, 1996-97
Effective July 1, 1996

Based Upon 21.7 Biweekly Pays

Annual

Iill'ldﬂ Step

- l.m;cvhy Steps

A Salary Scale 9697

10 years =
15 years =
20 years =
23 years =
27 years =
30 years =
33 years =

08/23/9%6
09/06/96
09/20/96
10/04/96
10/18/96

14,266}
15,078
15,854
16,631
17,405

19,732

18,181] i
18,957

20,057
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11/01/96

833
1,667
2,500
3334
4,167
5,001
5834

38.41

76.82
115.23
153.63
192.04
230.45
268.86

11/15/96
11/27/96
12/13/96
12/20/96
01/10/97
01/24/97

02/07/97
02/21/97
03/07/97
03/21/97
04/04/97
04/18/97

05/02/97
05/16/97
05/30/97
06/13/97
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JOB DESCRIPTION

JOB TITLE: INSTRUCTIONAL ASSISTANT . JOB CODE: 500

FUNCTION

To assist the professional staff by performing instruction-related duties and by giving individual
attention and assistance to groups of students.

DUTIES

Works with groups of students to reinforce the learning situation established by the teacher,
helping with skill development, reading to younger students and assisting students to effectively
use library facilities or assisting in other learning activities. Helps students with self-care
activities. Assists with recreational play and supervision of out-of-doors activities. May
participate in field activities and assist in planning transportation needs.

Obtains, catalogs, stores, distributes, collects, and inventories instructional materials. May
assist in the preparation of instructional materials. Maintains bulletin boards, display areas,
and interest centers.

Sets up, adjusts, cleans, operates and performs minor maintenance on such apparatus as
audiovisual equipment. May visually inspect equipment for damage. Oversees cleanup
activities.

Performs classroom clerical duties such as collecting money, taking attendance, collecting
assignments, and transcribing future home assignments or discussion-related topics on the
chalkboard. May e required to type tests, home assignments, supporting instructional material or
correspondence. Coverage of classes on a limited basis may occasionally be necessary. May
serve as lunch period monitors. May be required to operate a @ERT:

Performs other duties of similar scope and complexity.




JOB DESCRIPTION

JOB TITLE: INSTRUCTIONAL ASSISTANT i JOB CODE: 501
LIBRARY AND MEDIA

FUNCTION

To assist the professional staff by performing instruction-related duties and by giving individual
and small group attention to students.

DUTIES

Assists students and teachers in the location, use, distribution, and scheduling of print and non-
print materials and equipment, and in the preparation and development of instructional

materials.

Assists the librarian in the preparation and organization of print and non-print materials and
equipment for circulation. Assists with orders requisitions, inventories, records, and account.

Assists with the distribution of materials from library and media services.
Assists in the implementation of technology with the library through automated services.

May be required to operate CRT or IBM computers, form printer, personal computer, word
processor etc.

Performs other duties of similar scope and complexity.



JOB DESCRIPTION

JOB TITLE: INSTRUCTIONAL ASSISTANT - . JOB CODE: 502
FOREIGN LANGUAGE LABORATORY

FUNCTION
To assist the professional staff and students in the language laboratory.

DUTIES

Assists the teacher in the preparation of recorded materials and maintains a perpetual inventory
of materials and equipment.
Maintains and makes minor repairs on materials and equipment used in the language
laboratory including tape decks, consoles, headsets, capstans, rollers, and heads where
appropriate. Keeps an operations notebook on each language laboratory including:

 work done and date

« persistent trouble

« notes to help the electronic repairmen

« trouble calls on equipment

Supervises small groups of students in the language laboratory, and assists teachers and students
in other subject areas in the use of the laboratory equipment. Checks each student's booth for
damage and reports same to the teacher.

Assists in field trips and special events.

Performs clerical duties such as duplicating materials, maintaining records, and typing.

May be required to operate a CRT.

Coverage of classes on a limited basis may occasionally be necessary.

Performs other duties of similar scope and complexity.

05-94




JOB DESCRIPTION

JOB TITLE: INSTRUCTIONAL ASSISTANT - ; JOB CODE: 503
SCIENCELAB

FUNCTION

To assist in the preparation for laboratory services. To assure proper clean up and equipment
storage. To assist students in the performance of lab activities. To perform related clerical

duties.

DUTIES

Prepares and distributes equipment, solutions, cultures, and other laboratory materials. Sets up
equipment for demonstrations. Assists in the scheduling of science facilities and related
equipment. Maintains living materials such as plants, animal colonies, cultures and aquaria.
Assists with clean-up procedures.

Maintains perpetual inventory of equipment and supplies. Cleans equipment and makes
adjustments and minor repairs. Participates in the development and construction of teaching
aides. Demonstrates new equipment.

Participates in small group instructions. Assists in planning and supervising field trips.
Assists in the collection and organization of resource materials. Assists in the organization
and/or supervision of seminars, fairs, and student projects.

Assists, as time permits, with clerical duties such as typing duplicating, filing record keeping.
May be required to operate CAT.

Coverage of classes on a limited basis may occasionally be necessary.

Performs other duties of similar scope and complexity.

05-94




JOB DESCRIPTION

JOB TITLE: INSTRUCTIONAL ASSISTANT - ' JOB CODE: 504
FAMILY STUDIES

FUNCTION

To assist Family Studies teachers by performing instructional duties to improve and expand
learning opportunities for individuals and small groups of students.

DUTIES

Assists in the Education for Responsible Parenthood Course by supervising and assisting small
groups of students in the completion of teacher made assignments, by preparing materials to be
used in the child Development Laboratory, and preparing other instructional material as directed
by the teacher.

Assists in the foods and nutrition courses by setting up equipment and supplies for
demonstrations, working with small groups of students in the completion of teacher assigned
tasks. Assists in the management of the foods laboratory equipment and supplies may be required
to assist in the Infant Development Center

Assists in the preparation of instructional materials, such as transparencies, bulletin boards,
displays etc. Assists in the catalouging, distribution and inventory of instructional materials
and equipment.

May be required to type tests, home assignments, supporting instructional materials or
correspondence. May also be required to operate CRT, ebe—

Coverage of classes on a limited basis may occasionally be necessary.

Performs other duties of similar scope and complexity.

05-94




JOB DESCRIPTION

JOB TITLE: INSTRUCTIONAL ASSISTANT - HEALTH JOB CODE: 506

FUNCTION

To assist the Secondary School Health Nurse in the implementation of the School Health Program.

DUTIES

Assists with first aid functions. Determines reason for student's visit and refer to the school
nurse. Admits students to the health suite and refers them to school nurse for intervention,
Assists with the health screening programs and records results in the health record of students.

Administers medications in accordance with policies of the Baltimore County Public School
system and at the direction of the school nurse/or the principal in the absence of the school nurse.

Contacts parents or designated person to arrange transportation of ill or injured students.

May perform clerical duties such as preparing correspondence, records, and reports as required
by the school nurse; answering telephone calls related to the health services program,;
maintaining current cumulative health records for students; preparing bulletin boards and
showcase. May be required to operate a CRT.

Distributes and restores school first aid kits.

Assists in maintaining a safe and healthful school environment.

Performs other duties of similar scope and complexity.
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JOB DESCRIPTION

JOB TITLE: INSTRUCTIONAL ASSISTANT JOB CODE: 507
SPECIAL EDUCATION

FUNCTION

To assist teachers in the implementation of classroom activities. To assist students with their
personal hygiene and grooming. To perform related clerical duties.

DUTIES

Assist teachers in planning, implementing and evaluating instructional lessons, materials,
strategies and materials to meet he individual and collective needs of students. Assist students
individually or in groups with instructional activities, skills reinforcement activities,
recreational play, supervision of out of door activities, field trip experiences and special
programs. Helps maintain an attractive, neat and safe classToom

May perform, assist and/or train students (up to 21 years of age) in self care, and personal
grooming including such activities as undressing, dressing, toothbrushing, toileting, and
diapering. May adjust braces, walkers and wheelchairs. May push, lift, and transfer non-

ambulatory students and assist students on and off buses. May assist students with feeding.

Assist teacher in monitoring student behavior while in the classroom and the school area.
Observes and gaiters assessment data on students. Discusses observations/progress of students
with instructional staff.

Performs a variety of clerical tasks, including correction work papers/tests keeping daily
attendance log, maintaining appropriate student folders/records and other related tasks as
assigned, may be required to operate 2 CRT etc.

Performs other duties of similar scope and complexity.







JOB DESCRIPTION

TITLE: Level ¥V Assiswaul
JOB SUMMARY_:

Provides support services 10 help aclueve a well-organized, smoothly functioning class and school
enviroument in which students with disubilities cau take full advantage of the iustnuctional programn
and available resource materials. Incunibemt receives general direction from school principal.
Building principal may assigu and reassign Level V Assistants to various job sites in & given building.
Level V Assistants may be assigied to work in the special education classroom, school cafeteria,
or inn other areas as the needs of the schiool program dictate.

RESPONSIBLE TO: Priucipel

PAYMENT RATE: According to Classified Salary Schedule

ESSENTIAL JOB FUNCTIONS:

1. Assists the student(s) to whom assigned inn such physical tasks as putting on and taking off

outerwear, moving froul roout 10 roont, and using the lavatory.

Performus simple errands and tasks for students, such as, sharpening pencils, cartying lunch

trays, etc.

3. Works with small groups or individual children to reinforce material initially introduced by the
teacher.

4.  Assists students in recitation, reading, and other curriculum tasks.

5. Accowmpanies students to whoni assigned when trips to the office or other areas of the building
are ecessary. .

6. Establishes a supportive and sympathetic relationship with the students without fostering or

encouragiug intense euiotional involvement.

Serves as resource person. if and when requested, to the school or Central Office student

evaluation teain.

3. Perfonus clerical duies.

9. Sets up audio-visnal equipnient.

10. Participates in in-service training programs.

11. Provides periodic class coverage in absence of a classroom teacher.

12. Ensures that all activities conform to school system guidelines.

2

OTHER JOB DUTIES (Duties listed are not intended to be all inclusive nor to limit duties that
tnight reasonably be assigued):

Performs related work as required or assigned by the building principal or desiguee.

KNOWLEDGES, ABILITIES AND SKILLS (These are pre-employment knowledges, abilities and
skills that apply only to Essential Job Functious):

Ability to--
Understand and counnnnicate with both verbal and written skills.
Learn operution of office mwachines and audio-visual devices.

TRAINING AND/OR EDUCATION: Graduation fromt high schioot ur possession of a8 GED J

cert.iﬁcate. Level V Assistant I must have completed sixty (60) college credit hours Level V
Assistaut 111 must have eamed a four-yvear college degree.

EXPERIENCE: Expericnce working with children with disabilities preferred.

LICENSES OR CERTIFICATES: None.
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SPECIAL REQUIREMENTS: None.

PHYSICAL DEMANDS: Generally requires occasional light physical effort such as moving
textbooks, assisting siall children, setting up audio-visual equipmen. However, Level V Assistants
assigned to prograins serving students with physical disabilitjes may be required to lift or assist
with lifting students at varions unies during the instructional day.

UNUSUAL DEMANDS: Note.
=oAL DEMANDS

TERMS OF EMPLOYMENT: Ten=month year--salary as established by policies of the Calvert
County Public Schools.

EVALUATION: Perforimance will he evaluated annuall
as established by the Calvent Coumty Public Schools.

Y i accordance with the policy on evaluation

Approved M [ d"é/ Daie /'L'//I/?y




JOB DESCRIPTION

TITLE: Instructional Assistant I, II, 111

JOB SUMMARY:

Provides support services to help achieve a well-organized, smoothly functioning class and school
enviromnent in which students can take full advantage of the instructionul program and available
resource materials. Incumbent receives general direction from school principal. ‘Building principal
may assign and reassign instructional assistants to various job sites in a given building. Instructional
assistants may be assigned to work in the regular or special education classroom, the media center,
department offices, school cafeteria, administrative offices, or in other areas as the needs of the
school program dictate.

RESPONSIBLE TO: Principal

PAYMENT RATE: According to Classified Salary Schedule

ESSENTIAL JOB FUNCTIONS:

Works with small groups of students to reinforce material initially introduced by tlie teacher.
‘Assists individual children in need of special attention.

Performs clerical duties.

Guides independent study, enrichment work, and remedial work planned by the teacher.

Sets up, and/or operates, audio-visual equipment, laboratory equipment, and instructional
devices,

Assists teacher with classroom duties and routines.

Checks notebooks, corrects papers, and supervises testing and make-up work.
Assists in drill work.

Assists in reading and storytelliug.

10. Assists small groups of studeuts in the media center.

11. Participates in in-service training programs.

12. Provides periodic class coverage in absence of a classrooni teacher.
13. Ensures that all activities conform to school system guidelines.

OTHER JOB DUTIES (Dnties listed are not intended to be all inclusive nor to limit duties that
might reasonably be assigned):

SRS S bRES

s

Performus related work as required or assigied by the building principal or designee.

KNOWLEDGESL.ABILITIES AND SKILLS (Tliese are pre-employment knowledges, abilities and
skilis that apply only to Essential Job Funcuous):

Ability to--

Understand and communicate with both verbal and written skills.
Learn operation of office machines and audio-visual devices.

TRAINING AND/OR EDUCATION: Graduation from ligh school or possession of a GED

certificate. Aide 1I must have completed sixty (60) college credit liours. Aide III must have earned
a four-year college degree.

EXPERIENCE: Experience working with children - »ferred.

LICENSES OR CERTIFICATES: None.
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SPECIAL REQUIREMENTS: None.

PHYSICAL DEMANDS: Work requires occasional light physical effort.
textbooks, assisting small children, setting up audio-visual equipment.

UNUSUAL DEMANDS: None.

Tasks include moving

TERMS OF EMPLOYMENT: Ten-month year-~zalary as established by policies of the Calvert
County Public Schools. 1
EVALUATION: Performance will be evaluated annal]

y in accordance witl; the policy on evaluation
as established by the Calvert County Public Schools,

Approved %‘4 é % Date /'/z{/gy
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INSTRUCTIONAL ASSISTANT IN SPECIAL EDUCATION

\_.Genezal Purpose of Position

Instructional Assistants supplement the services of professionally trained teachers, and by so doing,
enable the teachers to give more of their time and attention to the parts of the teaching-learning act
that require professional knowledge and skills. Instructional Assistants are under the direct
supervision of the teacher with whom they are assigned.

Essential Duties and Responsibilities of Pogition
1. Reinforces instructions introduced by the tcacher when working with individuals and small

groups.
2. Prepares educational materials as directed by the teacher. This includes operating duplicating,
audio-visual, and other instructional equipment.
3. Assists in supervising students in non instructional settings which may include the hallways,
playground, and bus arrival and departure areas.
4 Assists pupils with personal hygiene,
5. Provides custodial care to students whose disability prevents them from compleling or even
atternpting activities of daily living.
6. Assists and sometimes provides for the mobilily of impaired students. This includes the
physical lifting of sttdents.
7. Assists in implementation of behavior management programs that may include the physical
movement and/or restraint of students. ‘
... 8, Participates in the movement of students during crisis situations such as fire drills, civil
defense drills, medical and behavioral emergencics, ete.
9. Performs general classroom housekeeping in accordance with county safety procedures.
10. Participates in school and county workshops as directed.
11. Assists the student in the operation of instructional technology adaptation equipment.
12. Maintains regular, on-time attendance.
13. Reacts to change productively and performs other duties as assigned.

Minimum Requiremenss of the Position

1. Has good interpersonal communication skills.
2. Has graduated from high school or equivalent raining,

Remarks
NONE

The specific statements shown in each section of this description are not intended to be all inclusive. They represent
ical 5 iteri pasa 0 cpssfully perfo the job.

Approved:

Assistant Superintendent/Director
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CHAPTERI INSTRUCTIONAL ASSISTANT

\...Generl Purpoge of Posion

Easentlal Dutles and Respansibilisies of Posit

1. Reinforces instructions introduced by the teacher when working with individuals and small
groups.

2. Prepares educational materials as directed by the teacher. This may include being able to
operate duplicating, audiovisual, and other instructional equipment.

3. Participates in the movement of students durlng crisis situations such as fire drills, civil
defenso drills, medical and behavioral emergencics, etc.

4. Implements instructional plans with individuals or small groups of students primarily in the
area of reading.

5. Reviews special assignments with students.

6. Gives individual help to new students and students who have been absent,

7. Assists the teacher with the testing program,

8. Assists with unique, special neads of students.

9. Participates in school and county workshops as directed,

.. 10, Maintains regular, on-time attendance. :
11. Reacts to change productively and perform other duties as assigned.

1. Has a high school graduate or equivalent training.

- 2. Has good interpersonal communication skills,
3. Has the ability to do essential duties of the position.

Bemarks
NONE

The specific statements shown in each section of this description are not intended to be all inclusive. They represent
7 fob.

Approved:

Assistant Superintendent/Director




§9-13-1996 ©3:54PM  FROM GARRETT CO TERCHERS ASSOC 70 MSTA =ALT P.g2

(, INSTRUCTIONAL AIDE

Qualifications:

1, Demcnstartas aptitude for and interest in work to be
performed. i

2, Minimum of high schoal diplema (or equivalent) with
additional traiming desirable.

3. Such alternatives to she above ac the Board may find
appropriate ané accaptable.

4. Three written and verifiad references on £ile.

Assigts

Teachar and Students
Raports To:

Principal and/or assigned teacher.
Job Goal:

To provide a wall organized, smoothly funetioning
echool envirenment in which srudents can take full advantage
( of the instructional program and available resource
materials. To provide another means of assisting the
principal and veacher meet the individual needs of students.

Bacie parformance Regpongibilities:

1. Adminicters and records such achievement and diagnostic
tests as the teacher recommends feor individual
studentcs.

2. Assizts teacher with non-instructional duties such as
snacks, toilet, clean-up, and elothing routines.
(Emphasis - kindergarten and grade one levals,)

3. Works with individual students or small groups of
students to reinforce learning of matarials or skills
initially intreduced by the teacher. O

4. Assigts the teacher in devising special stratagies for
reinforcing material or 2kille based on an undaystand-
ing of individual students, their needs, intexrests,
and abilities. Guide independent study, enrichment
work, and ramedial work sat up and agsigned by the
teacher.

5. Maintain a high level of ethical bahavior and con-
fidentially.

6. Under supervision of classroom teacher, preparaese for
clasgroom activitias.

( 7. Chacks notabooks, COTIeCLE PaPeIs, and supervises

testing and makeup work as aseigned by thae teachar
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10.

11,
12.
13.
14.

is.

16.
17.

18,

and approved by the policies of the hbuilding principal.
Ascists with such large group activitiesz as drill work,
reading aloud, and story telling. f
Reads to students, listens to students read, and
participates in other forms of oral communication with
students.

Alerts the teacher ko any problem or special infor-
mation about an individual student with special
emphasgis on a echild in need of special attention.
Participates in inservice training programs as
assigned.

Assists small groups of students in the library/media
egntar.

Asgists in maintaining bulletin boards and other class-
room learning displays.

Assists with the supervigion of students during lunch
perlods, assemblies, play periods, and field trips.
Assicts teacher in duties relating to the superwvision
of playground, study hall, cafeteria, and bus loading
arensn .

Operate audovisual and multimedia ecuipment used in the
classroom for instructional purposes.

Asgists in the care of all equipment, supplies,
materials, ate. and assists in its accountability.
Checks and records student attendance, collects and
records collections of meney, and distributas and

- colleets workbooks, papers, and other materials for

instructien.




@9-13-1996 ©3:54PM  FROM GARRETT CO TEACHERS RSSOC 70 MSTA SALT R

FOSITION:

DUTIES:

RESPONSIBILITIES:

=
(9%}

Special Z4ycation Aide

The duties and responsipilities of the special education aide for
a specific emotionally handicapped student will be to provide
dirmct supervision and instructicnal activities for the assigned
etudant, assistance tp the teacher and others who have .
rasponsibilities $or the students’™ progras, communication with
designated outside personnel, and other serviges a< ctatad on the
JEF or as needed to implement the IER.

[ Perform those clerical duties that are necessary

fer the smocth running of the cl assroom situstien

o monitor student activities within the scheol environaent

e Davelop with the epecial education teacher comprehensive
jesson plans that will correspond to +he student’s Ier

o perform curriculum instructional assistance as directed
by the special education teacher

o Maintain an accurate inventory of all beooks, »quiprent,
furniture and materials acquired 4or the students progras

-} Make decisions in actgrdance with school policies and under
the guidelines of the classroom situation .

o Be directly responsible for implementing and maintaining
the individual behavior management program developed for one
student

=] To accocmpany student at all times

o To maintain a daily log of student’s behavior and progress

-] To perform other duties as assigned by the school

administration
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POSITION:
A ————"

AVAILABLE:

QUALYLFICATIONS:

DUTIES:

favel TV Aide - Contimuum of Persomal Adjustments (CPA)

Pending — Approval of fimding of Special Educaciocn
Discretionary Project, "Continuum of Personal

Adjustment' (CPA) by MSDE
High School Graduate

®The duties and responsibilities of the special education
aide for the emotionally handicapped will be te provide
agsistance to teacher and others who deliver instructional
services to the emorionally handicapped studeats.

#Thace duties and responsibiliries are primarily instructionsl

and clerical in npature.
#The aide will work umder the directionm of the special

education teacher.

oThe zide will:

1. 7Perform those clerical duties that are necessary
for the smooth running of the classroom situation.

" 2. Monitor student activities within the school environment.

3. Develop with the special education teacher comprehensive
lesson plans that will correspond to the studemcs' I.E.P.

4, Perform curricular imstructiconal assictance as directed
by the special education teacher.

5. Agsist in maintaining an accurate imventory of all books,
equipment, furniture and materials housed in the special
education e¢lassroom situation.

6. Make decisions in accordance with school and program

policies.

Y

L2
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POSITION:
QUALIFICATIONS:

RESPONSIBILITIES:

FROM GARRETT CO TEACHERS ASSOC 70 MSTH oHLT . 3

Yocational Student Support Team Assistant

- Bigh School Diploma (minimum requirement)

~ Keyboard ability

- Gomputer e¢xperience (proaferred)

- Ability to work with classroom teachers

- Ability to organize, file, and record
infermation

- ability to work with students individually
or in a small group.

- Assist the teacher during the lessecn by
helping pupils who may bhe having difficulty
in understanding.

- Assist the teacher by working with
individuals or small groups of pupils on
follow-up activities specified by the
teacher. ;

- Assist the teacher by administeriag,under
supervision and directioen, remaedial or
drill activities.

- Help instructor plan individualized
curriculum for individual students.

- Help students that have problems reading
vocational materials and/oer math
difficulties.

- Work individually with students in learning
safety rules and regulations.

- Assist in fulfilling ARD stipulations in
T EE:

- Oother duties as assigned.
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POSITION: Fxtended Elementary Education Program (EZEP)
Instructional Assistant

QUALIFICATIONS: - High School Graduate
- Qood oral and written commmication skills
- Ibility *o relate well to co-workers and students

DUTIES: , Plans with the classroom teacher to better meet the
: neede of studemts.
e . Prepares and assembles instructional materials.
(i | Reinforces, enhances, and extends concepts, skills, and
- strategies taught by the classroom teacher.
, Dssigts in maintaining an educational enviromment conductive

to learning.
. IAssists in recordkeeping.
a ’ . Performs other duties as assigned.

o
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POSITION:
QUALIFICATIONS:

RESPONSIBILITIES:

-

Media Assistcant

- High School Diplcma {minimumn requirement)

~ Typing ability (desired)

- Computer egzperience (preferred)

- Basic understanding of the operation of a
media center

~ Ability to work with young children,
teachers, parents and members of the
community

- aAbility to organize, £ile, arrange, order,
and to supervise groups of students.

- Maintain files and records associated with
an elementary media center

- Coordinate, promots and maintain records
for the Accelerated Reacder Program

- grder and receive books selected for
purchase by the principal

- Aseizt students and teachers in the use of
the media center and its related :
technclogies

~ Assist students with lessons on computers

~ ereate and maintain an attractive, inviting
and pleasant atmesphere for learning ,

- Responsible for care and condition of media
resources (including books, equipment and

computers
~ perform other duties as assigned.

e
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POSITION: Media/Iastructional Assistant

QUALIFICATIONS: - High School Diplema (minimum requirement)

- Typing ability (desired)

- Computer experience (preferred)

- Ability to work with young children,
teachers, parents and members of the
community

- Some mechanical ability

- ability to organize, file, arrange, order,
and to supervise groups cof students.

RESPONSIBILITIES: - Half-time speat working in media center
- Maintains files and records associated with
gmall elementary library
- Orders and receives bocks selected for
‘purchase by the principal
. : : - Assists students and teachers with use of
( library
= - Responsible for care and condition of the
media center (including books, equipmant
and computers)
- Assists students with lessons on computers
- Half-time spent working as a classzoom
assistant
- Reinforce/extend/accelerate gtudent
e learning as directed by the teacher
-~ Qther duties as assigned.
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" GARRETT COUNTY BOARD OF EDUCATION :
Omkland, HMaryland 21550

WORK YEAR

Administrativa Procsdura

1. 'Tha work year of all certi{ficated and non-cartificated staff
iz given in the operational calendar promilgated annually (zes i
page 2).

2, The work year for all ten and ons-half month and elaven month
gtaff begins August 1st of eich year and ands Junae 3Joth of the {
next year.

3. During this paricd of tima, all ten and ona-half ahd aleven
month staff must work the teachar duty year plus the
additional days needed to meet the required number of duty
days listed for those staff in the operational calandar (sae

page 2) .

4. All ten and one-half month and eleven month staff will raeport
thesa additional days worked to him/her immediate suparviser
and/or the individual who is responuible for the payroll
report which ls sent to the rinance Office at the Garrett
County Beard of Educatien.

§. The immediate supervisor and/or the individual respongible for
the payroll report will recdrd the ten and otie-half month and
eleven month staff’'s namesa and the additional days worked for
the particular pay period on a separate sheet.

- 6. The sheets of additional time worked by the ten and onwe-half
month and aleven month staff will be kept on £ila at the work
site to verify the number of additional duty days workad by
each staff member. At the and of the work year a copy of this
documentation is to ba forwarded te the Porsonnel Office.

7. Each ten and one-half month and eleven month staff member
should keep a personal record of the dates and days worked in
addition to the teacher duty days worked; so that he/she knows
that ha/she has worked the corraect number of additional duty
days recquired for his/har work year.

0

Page 1 of 2 ' 1
certificatad and Othar Professional Parsonnel 533.110 HML

Supporting Services Personnel 615.2

Adopted 08/09/73

Revised 08713781, 10/18/83, 08/16/85, 08/11/88, 04705794

20
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TITLE: Instructiona) Assistant - County
REPORTS TO: Designated Teacher or Administrator
POSITION SUMMARY: To assist teachers in the instructtional program and

ESSENTIAL FUNCTIONS:

1.
2
3
4
5
6.
7
8
9
10.

(15

12.
13.

OTHER

HARFORD COUNTY PUBLIC SCHOOLS

i ; Job Description

activities

Provides instructional foliow-up or reinforcement acttivities
Reinforces concepts with individual or small groups oof students i
Assists teachers in the preparation of instructional materials

Reviews special assignments with students

Gives individual help to new students and students ththat have been absent I
Assists with unique, special needs of students

Assists teachers with testing programs

Assists teachers with field trips and assemblies

Assists teachers with ¢lerical needs related to insttruction

Participates in staff development

Asslsts in schoolwide duties, i.e., class coverage,, bus duty and office
wor

~ Assists with contacting parents

Assists"in the computer lab

RESPONSIBILITIES

performing other work related duties as assigned

EDUCATION, EXPERIENCE AND SKILLS REQUIRED:

Minimum Requirement - High School Diploma or GED
Strong verbal, written and interpersonal skills

ﬁhild oriented experiences esirable

Approved s | &g / w Date /& ~F 93
Superiftendent of Schools .

TOTAL P.@2

2/







THE HOWARD COUNTY PUBLIC SCHOOL SYSTEM l“;'

| 10910 Route 108 ;

= Ellicott City, Maryland 21043-6198 H

. | (301) 992-0500 I’V

1 i

i

JOB TITLE: Pupil Personnel Worker Assistant . @
DEFINITION

] . |

This is pupil persomnel work at the non~professional level. An euployee ) ;

in this class, with direct supervision from a certified pupil personnel !

worker or school psychologist, works with individual and small groups
of pupils and/or parents, provides transportation services, and performs
clerical work as assigned. Perforwance is evaluated periodically.

EXAMPLES OF WORK (Examples are illustrative only)

Under direct supervision of a certified pupil persot'mel worker or a school
psychologist, works with individual and small groups or pupils and/or parents;
assist pupil personnel.workers and/or psychologists in preparing Workshop 1
waterials; provides follow-up coordination with outside agencies concerning

reZerrzls wade by pupil personnel workers and psychologists; tramsport stu-

de-ts for clinic ané evaluation appointuents; transports parents for school

reizted conferences and IEP meetings; makes follow-up telephone calls on -

atteadance referrals; assists pupil personnel workers in providing follow—up

on truancy cases; assists in taking notes and uinutes at professional staff

meetings; under the <irection of pupil personnel vorkers and psychologists

sets up umeetings with parents and students; assists in obtaining and operating

audio-visual equip=zent when needed by pupil personnel workers and psychologists;
and perforus other duties as assigned.

REQUIRED KNOWLEDGES, SKILLS AND ABILITIES

Ability to couwpetectly comsunicate in both the oral and written form with
pupils, parents and staff; to remain emotionally stable under trying circum-
stzaces; to follow the directions of the pupil personnel workers and school
psvchologists; to provide follow-up with teachers, parents, and students,
regarding comtracts arranged by pupil personnel workers and school psycholo-
gist; to provide follow-up contacts with students on an individual basis under.
the direction of pupil personnel workers; and to assist pupil personnel vorkers’
and school psychologists in working with small groups of students; to operate
basic audio-visual equipment. Must have and be able to operate an automobile
on the job. Must be willing to attend appropriate staff developument programs

and planning sessions.
MINIMUM EDUCATION, TRAINING AND EXPERIENCE

High School diploma or equivalent. Drivers license. Three years of driving
experience. Good driving record.

REQUIRED LICENSES AND CERTIFICATES
Maryland Drivers License
ADDITIONAL DESIRABLE QUALIFICATIONS

Must be adaptable in working with pupils, parents and school staff.

Title change eff. 7/1/89 - 22/
Hearing-fmpaired Number:
FBD Ty 9923932




Instructional Assistant

Page -2-

MINIMUM EDUCATION, TRAINING AND EXPERTENCE
High School diploma or equivalent

REQUIRED LICENSES AND CERTIFICATES

None

ADDITIONAL DESIRABLE QUALIFICATIONS

Must be eager to work with Pupils of the age group assigned at

the school; to possess initiative and ingenuity; to be adaptable

in working with Pupils and teachers; to be willing to accept assign:
ments as made and to carry them out to completion.

DEC 1978

Title change effective 7/1/89.




JOB TITLE: Special Education Assistant

DEFINITION

This is teacher assistance work at the non-professional level. An
eaployee in thic class, with direct supervision from a certified
teacher, works with individuals and small groups of pupils and performs
clerical vork as assigned. Performance is evaluated periodically.

EXAMPLES OF WORK (Examples are illustrative only)

Under direct supervision of a certified teacher, works with individuals
and small groups of pupils; prepares instructional materials; administers
and scores tests; plans student programs; prepares learning centers and
bulletin boards; supervises physical activity; escorts students and
monitors them during non-classroom hours; may be required to carry or.lift
non-ambulatory students; attends screening committee meetings; performs
clerical duties to include initiating and maintaining files and records,
typing, maintaining a level of supply, taking inventory, collecting break-
fast and lunca money, taking notes and minutes, setting up parent-teacher
appointments, reproducing material; operates various types of office
machines and audio-visual equipment and performs other duties as assigned.

REQUIRED KNOWLEDGES, SKILLS AND ABILITIES

Ability to competently communicate in both the oral and vritten form with
pupils, parents and staff; to remain emotionally stable under trying
circumstances; to follow the directions of the teacher which may include
the reinforcing of instruction presented by the teacher; to provide extra
and personal attention to students on an individual basis; to work with
ssall groups of pupils so as to free the assigned teacher to perform other
duties; to discuss probleas affecting pupils' progress with the assigned
teacher and, 1f so directed, with a specialist; to perform clerical work.
Must be willing to attend pre- and in-service training sessions.

MINIMUM EDUCATION, TRAIKING AND EXPERIENCE

) Higﬁ School diploma or equivalent.

Hea;-ing Impaired Number:
TDD/TTY 992-4942

HE

THE HOWARD COUNTY PUBLIC SCHOOL SYSTEM
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Ellicott City, Maryland 21043-6198
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THE HOWARD COUNTY PUBLIC SCHOOL SY1EM

- 10910 Route 108

- Ellicont Ciry, Maryland 21043
: (301) 992-0500

JOB TITLE: Health Assistant

DEFINITION

The person in this position functions as a member of the Health Servicgs

team, working independently and with good judgement, under the
indirect supervision of the Health Services Coordinator/Health
Services Specialists, with general om site supervisionm provided
by a school based administrator. The Health Assistant supplements
and extends the role of the Health Services Coordinator and Health
Services Specialists by providing a continuity of health care
services in a specific school.

EXAMPLES OF WORK

Carries out health services procedures established by the Department
of Education. Provides basic emergency health care on a daily
basis to studenmts, staff, and volunteers in the school wusing
discretion and good judgement. Keeps accurate confidential records
on all students. Observes for student health, psychosocial, and
other needs and meets reqularly with Health Services Coordinator/
Specialists to discuss observations. Has daily contact with parents,
staff, and/or community professionals to initiate referrals, obtain
cooperation and/or consent for action, and provides appropriate
follow-up action.

Administers medications and/or supervises the student in self
administration of medications. Participates in conferences regarding
student needs. May independently initiate and participate in health
information activities such as bulletin boards, classroom talks,
PTA and faculty information sessions in the assigned schools.
Maintains adequate supplies and an orderly health room. Works
on screening programs such as hearing, vision, and scoliosis,
providing coordination and follow-up. Maintains a safe and healthy
school environment through observation and reporting of safety
or environmental problems. Performs other duties as assigned.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

Skill in cardio-pulmonary resuscitation and basic first aid. Ability
to work cooperatively with others. Ability to work independently
within the guidelines of policy and procedure using discretion
and good judgement. Ability to accept supervisory direction. Ability
to communicate competently with tact and listen effectively. Ability
to stay calm under adverse circumstances and to calm others under

stress.

TTY 9924942




JOB TITLE: Media Assistant

DEFINITION =

This is clerical work in a library media center. An employee in this
class, with general supervision from a library media specialist,
performs duties as assignéd. Performance is reviewed periodically.

EXAMPLES OF WORK (Examples are illustrative only)

Types letters, memos, Teports, requisition/purchase orders, direct
payments; duplicates/collates; distributes mail, supplies information;
assists with collection inventory; orders supplies; files; checks
in and circulates newspapers/periodicals; composes letters; researches;
operates various office machines and instructional audiovisual
equipment; may be required to answer telephone, take messages and
answer inquiries within assigned scope of responsibility; assists
students and staff with the circulation of library media materials;
packs and unpacks cartons; helps with preparation of bulletin boards
and learning centers; maintains instructional equipment; assists with
instructional lessons/activities; performs other duties as assigned.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

Working knowledge of the English language sufficient to understand
invoices, catalog cards, and similar material; of common office
procedures; of various types of office equipment; of methods of filing.
Ability to file alpha-numerically, to prepare and maintain records,
to compose letters, to type with moderate speed. Ability to communicate
orally with fellow workers, administrators, and students; to understand
directions and carry them out.

MINIMUM EDUCATION, TRAINING, AND EDUCATION

High school diploma or G.E.D.

REQUIRED LICENSES OR CERTIFICATES

None.

ADDITIONAL DESIRABLE QUALIFICATIONS

Interest in working with media matefials; willingness to learn new

tasks and new techniques; to be resourceful and flexible; to like
children.

Nov 86 .
1 .
Title change effgctive 7/ /?zaring fpaired Niasiber:
TDD/TTY 992-4942
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SENT BY:MAIL BOXES ETC. 29-12-96 04:08PM 41877894148~ 410 783 0565 # 2

" KENT COUNTY PUBLIC SCHOOLS - |

Chestertown, Maryland : f
Locator: .11 : i

|

TITLE: Instructional Assistaant 4
QUALIFICATIONS: Such qualifications as thhe Board of 1

Education may find apppropriate
and acceptable.

REPORTS TO: School principal. teachaez(s)

d
SUPERVISES: N/A
JOB GOAL: To assist the teacher ifn achieving

instructional objectivess by working with
individual students or small groups to
help them acquire skilll levels
commensurate with thheir abilities.

PERFORMANCE RESPONSIBILITIES:

10.

works with individual students or small groupps of students to
reinforce learning of material or skills introduaced by the teacher.
In cooperation Wwith assigned teachers and addministrators,
develops and follows a daily schedule.

Assists the teacher in devising special strategities for reinforcing
material or skills based on a sympathetic undderstanding of
individual students, their needs. interests, andd abilties.
Operates and cares for classroom instructionaal equipment.

Helns students master instructional materials cor the use of
equipment assigned by the teacher.

Distributes and collects wotkbooks, papers, and other materials
for instruction.

Guides independeat study, enrichment work, and remedial work
as assigned by the teacher.

Assists with the supervision of students duriing assemblies, play
periods, field trips and emergency drills,.

Assists with large group activities including drill work, reading
aloud, and story telling.

Reads to students, listens 1o (hem read, and participates 1 other
forms of oral and written communication wiith them.

K5




SENT BY:MAIL BOXES ETC. 99-12-96 04:09PM 41077894485 410 783 @585 # 3

I1. Assists in the administration, scoring and 'recording of diagnostic
and achievement tests for individual students as instructed

by the teacher.

12. Checks notebooks, corrects papers, and make-up work as
assigned by the teacher, ‘

13. Assists students in tie classroom, media center, computer lab or
other instructional areas.

4. Alerts the teacher to any problem or special information about
an individual student.

15.  Supervises/assists with snack, lunch, cleanup and bus duties.

16. Serves as a source of information and help to any substitute
teacher assigned in the absence of the regular teacher.

17. Maintains the same high level of ethical behavior and
confidentially of information about students as is expected of
certified teachers.

18. Under the direction of teachers or administrators, develops and
utilizes instructional materials, displays and bulletin boards.

19. When directed. performs physical demands such as moving
instructional materials or assisting students with physical
disabilities.

20. Participates in inservice training programs as assigned.

21. Performs other tasks and assumes other responsibilities as
assigned.

TERMS OF EMPLOYMENT: 190 day duty year. Salary and
work year to be established by
the Board of Education in an
annual contract.

EVALUATION: Performance of this position will
be evaluated in accordance with
provisions of the Board's policy
on Guide to the Evaluation of an
Instructional Assistant.

APPROVED BY: DATE

REVIEWED AND AGREED TO BY:

(Incumbent)

DATE

7/95




MONTGCMERY COUNTY PUBLIC SCHCOCL.S
CLASS DESCRIPTION

FFICIAL TITLE: Instructional Assistant (Special Education) CODE: 6550

NORKING TITLE: GRADE: 11

SUMMARY DESCRIPTION OF CLASSIFICATION:

Under general supervision, provides assistance to the classroom teacher and others by performing a variety of tasks
elating to the physical and instructional needs of special education students and operation of the classroom Of other
—urriculum oriented learning environment. The work of the class involves working with students with disabilities.
The special education instructional assistant is assigned to positions in speciail schools or special classrooms and
elsewhere when the student population served is predominately composed of students with physical, sensory,
emotional, or learning disabilities. In these settings, they work with small growps or with individual students, assist
students with basic care when necessary, relocate students and aid them physiically, observe student bebavior and

enforce controls when necessary.

Duties of these positions arc primarily instructional in nature, and positions aassigned regularly spend the majorty
of time (more than 50% of assigned work hours) performing curriculum-oriiented instructional assistance duties
directly to students in the classroom or learning environment. Some assigned dduties and responsibilities may involve
work which is clerical and poninstructional in nature. However, such work coomprises a clear minority of the work
hours. Continuing teacher supervision is essential and required. The schaool principal/coordinator assures the
assignment of work which is consistent with the class specifications and assiststs with the supervision.

MINIMUM QUALIFICATION ST. ANDARDDS

KNOWLEDGE, ABILITIES, AND SKILLS:

Positions assigned to special schools, classrooms and learning centers requuire a basic understanding of physical.
2motional, and léaming disabilities and the field of special education in oprder to provide effective instructional
assistance to students. Working knowledge of the feld of child developpment with specific application to the
education of students with physical, emotional, or learning impairments. WnWorking knowledge of English, spelling,
and arithmetic. Familiarity with basic computer operation and use.

Considerable patience and demonstrated ability to instruct and work with chchildren, including children with physical.
emotional, mental and other jearning and cognitive disabilities. Ability to assssist in counseling students and managing
student behavior. Ability to work harmoniously with and provide a brooad range of instructional assistance to
teachers and others. Ability to work independently under general supervisision. Positions responsible for cafeteria
operation and instruction at supplementary centers, must compiete the caafeteria manager test. Skill in oral and
written communications, and excellent human relations skills.

EDUCATION, TRAINING, AND EXPERIENCE:
Completion of 30 semester hours of college course work, including at least t nine hours which are directly applicable

1o the assignment invoived, and at least one year of expenence working withth children in structured situations. Other
combinations of applicable education, training, and experience which proovide the knowledge, abilities, and skills

pecessary to perform effectively in the position may be considered.

CERTIFICATE AND LICENSE REQUIREMENTS: None

PHYSICAL DEMANDS: (Special requirements such as lifting heavy objeccts and frequent climbing.)

Some assignments require the ability to move wheelchairs and related eqquipment and to assist in the relocating of
students. Ability to.assist in feeding, toileting and other activities of dailily living. Crisis intervention may require
participating in physical restraints.

SPECIAL REQUIREMENTS: (Frequent overtime or night work requirecd, etc.) None

PAID OVERTIME: Yes

This description may be changed at any timae. (continued)
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9L
TITLE: Instructional Assistant (Special Education) GI0E: 6550

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

Assists individual and small groups of children in various subject areas and motor activities, e.g., reading, te.. .
stories, spelling, games, art, mathematics, computers, and physical activities. Monitors students engaged i
independent work or similar activities while the teacher is otherwise occupied. Provides special heip to student
with short attention spans through interest activities. Assists students with disabilities in woodworking, arts and
crafts, domestic activities, etc. Alerts-teacher to individual student needs and suggests programming, and prepares
individual student activity plans under direction of teacher as required. Works with individual and small groups of
children in need of additional assistance.

Reviews and reinforces classroom lessons and leaming experiences with students. Assists in formulating anq,
conducting classroom activities. Provides information to assist the teacher in evaluation of the learning process,
behavior management programs, individual student needs and progress and recommends appropriate action
Engages in daily and long-term planning of activities with teachers. Keeps teacher informed of student progress and
learning needs. Works with students in a counseling role. May assist in teaching classes of basic skills in job traim'ngl
programs. Continues planned instructional activities during teacher’s temporary absence from the classroom.
Provides mainstream support for special education students, as needed. Encourages students’ appropriate classroom
behaviors and participates in crisis intervention when necessary.

Assists teacher in carrying out classroom activities. Prepares slides, charts and other instructional materials requiring|
knowledge of the instructional subject matter. Sets up and operates audiovisual equipment. Assists in administering
tests and ecxaminations. Scores tests requiring subject matter knowledge. Helps maintain order and discipline and
assists in managing the behavior of students, inciuding crisis intervention. Helps students locate materials. Assist
in the direction of games, group singing, physical exercises and similar activities.

Provides specialized instruction to students where knowledge of a field, such as mathematics or computer,
required. Corrects tests which may require knowledge of a specialized field and advises students of incorrect s..s
and procedures. Under general direction, operates labs, administers appropriate tests, instructs students in
operation of terminals, provides instructional assistance, and recommends actions to be taken to help individual

students. . |

Assignments at supplementary centers may require instructing students in the preparation and serving of food and
related activities and operating the cafeteria.

Supervises students between classrooms, during lunch period and recess, and during playground activities. Eats
lunch with students, and provides physical and instructional assistance as needed. Instructs studeats with physical,
emotional or learning disabilities in proper toilet training and assists in bathroom needs. Provides assistance to ill
students and those with physical disabilities. Assists in the supervision of students while being transported on buses
in the loading and unloading of buses. Assists with eating/feeding as needed.

May perform clerical and noninstructional duties such as keeping daily attendance counts, distribution of lunch
tickets and collection of money, recording of grades, distribution of books and supplies, maintenance of files and
records, typing reports and routine correspondence, and reproduction of instructional materials. However, such
duties comprise a clear minority of the work hours. May drive a van to transport students. Y
Performs related work as required.

Class Established: 10/83

Date(s) Rcvxsed. 6/88, 11/89, 7/92, 7/93
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an integral part of this description and is available from the Department of Personne! Services.




MONTGOMERY COUNTY PUBUC SCHOOLS
CLASS DESCRIPTION

OFFICIAL TITLE: instructional Assistant CODE: 6600
GRADE: 10

WORKING TITLE:

SUMMARY DESCRIPTION OF CLASSIFICATION:

Under general supervision, provides assistance to classroom teachers and others by performing a variety of tasks
relating to the physical and instructional needs of students and operation of the classroom or other curriculum
oriented learning environment. The work of the class consists of duties and responsibilities that are primarily
instructional in nature, and positions assigned to these classes regularty spend the majority of time (more than 50%
of assigned work hours) in the performance of curriculum-oriented instructional assistance directly to students iz
the classroom or learning environment. Some assigned duties and responsibilities may involve work which is clerical
and noninstructional in nature. However, such work comprises a clear minority of the work hours. Continuing
teacher supervision is essential and required. The school principal/coordinator assures the assignment of work which
is consistent with the class specifications and assists with the supervision.

MINIMUM QUALIFICATION ST. ANDARDS

KNOWLEDGE, ABILITIES, AND SKILLS:

. Positions within these classes vary in terms of the subject matter and/or type of students involved in
the instructional work assignments. Positions assigned as reading assistants require a basic knowledge of reading
methods, techniques, and content. Consequently, the following standards are stated in terms of applicability to
different assignments within the classes.

Some knowledge of the field of child development with specific application to formal educational programs; working
knowledge of English, spelling, and arithmetic. Some knowledge of the subject matter and instructional process
related to the general or specialized area of assignment. Skill in oral and written communications, and good human
relations skills. :

Considerable patience and ability to instruct and work with children. Ability to assist in counseling students and

managing student behavior. Ability to work harmoniously with and provide 2 broad range of instructional assistance

o teachers and others. Ability to work independently under general supervision. Note: When assigned to positions
i i eti t

| (
1 cafeteni tion and ipstructt t enta ters, su cafeteni
R ired

EDUCATION, TRAINING, AND EXPERIENCE:

Completion of 30 semester hours of college course work, including at least nine hours which are directly applicable
to the assignment involved, and at Jeast one year of experience working with children in structured situations. Other
combinations of applicable education, training, and experience which provide the knowledge, abilities, and skills
necessary to perform successfully in the position may be considered.

CERTIFICATE AND LICENSE REQUIREMENTS:
None

PHYSICAL DEMANDS: (Special requirements such as moving heavy objects and frequent climbing.)
Some positions require the ability to move wheelchairs and related equipment; to assist in the relocation of students;
and to assist in the feeding of students.

SPECIAL REQUIREMENTS: (Frequent overtime or night work required, etc.)
Some positions require ability to perform light typing and ability to assist in the instruction of students in computer
skills and usage.

E This description may be changed at any time. (continued)
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TITLE: Instructional Assistant CODE: 6600

PAID OVERTIME: Yes ‘

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

Assists individual and small groups of children in various subject areas and motor activities, e.g., reading, telling
stories, spelling, games, art, mathematics, and physical activities. Monitors students engaged in independent wori
or similar activities while the teacher is otherwise occupied. Provides special help to students with short attentior
spans through interest activities. Alerts teacher to individual student needs and suggests programming, and prepare:
individual student activity pians under direction of teacher as required. Works with individual and smail groups o
children in need of additional assistance.

Reviews and reinforces classroom lessons and learning experiences with students. Assists in formulating ang
conducting classroom activities. Provides information to assist the teacher in evaluation of the learning process
behavior management programs, individual student needs and progress and recommends appropriate action
Engages in daily and longer term planning of activities with teachers. Keeps teacher informed of studeat progress
and learning needs. Works with students in a counseling role; may assist in teaching classes of basic skills in job

training programs.
Continues planned instructional activities during teacher’s temporary absence from the classroom.

Assists teacher in carrying out classroom activities. Prepares slides, charts and other instructional materials requirin;
knowledge of the instructional subject matter. Sets up and operates audiovisual equipment. Assists in administering
tests and examinations. Scores tests requiring subject matter knowledge. Helps maintain order and discipline ang
assists in managing the behavior of students; including crisis intervention. Helps students locate materials. Assist
in the direction of games, group singing, physical exercises and similar activities. :

As iostructed, directs and instructs English as a second language (ESOL) students. Prcparés‘ plans for individual
and small group instruction. Assists students in remediation. Assists and directs students in the ESOL lab

Monitors student progress.

Administers English proficiency test to studeats to determine placement in ESOL programs. Follows test procedure
and records student answers, scores tests and interprets resuits.

Supervises students between classrooms, during lunch period and recess, and during playground activities; eats lunct
with students, and provides physical and instructional assistance as needed. Assists in the supervision of student
while being transported on buses in the loading and unloading of buses.

May perform clerical and noninstructional duties such as keeping daily attendance counts, distribution of lund
tickets and collection of money, recording of grades, distribution of books and supplies, maintenance of files ax
records, typing reports and routine correspondence, and reproduction of instructional materials; however, such dutie

comprise a clear minority of the work hours. Computer lab assistants will have responsibility for ensuring prope
maintenance and care of computer lab equipment.

Performs related work as required.

Class Established: 10/%3
Date(s) Revised: 6/88, 11/89, 7/92, 7/93
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an integral part of this description und is available from the Office of Personnel Services. .




MONTGOMERY COUNTY PUBUIC SCHOOLS
CLASS DESCRIPTION

ZFICIAL TITLE: Instructional Assistant (Head Start) CODE: 6700
GRADE: 10

| WORKING TITLE:

. SUMMARY DESCRIPTION OF CLASSIFICATION:
:‘ Under general supervision, performs instructional assistance work in the Head Start Program.

' Work of the class involves providing assistance to classroom teachers and others by performing a variety of tasks
relating to the physical and instructional needs of Head Start students and operation of the classroom or other
curriculum oriented learning environment. Workers perform instructional assistance duties for children in the Head

| Start program that are identical in character and purpose as instructional assistants in elementary schools. Persons
| appointed as Head Start Instructional Assistant must, however, be parents ot legal guardians of childrer in the Head

| Start program.

MINIMUM QUALIFICATION STANDARDS

KNOWLEDGE, ABILITIES, AND SKILLS:

Meet the same requirements as regular Instructional Assistants, 1.e.:

Some knowledge of the field of child development with specific application to formal educational programs; working
knowledge of English, spelling, and arithmetic; some knowledge of the subject matter and instructional process
related to the general or specialized area of assignment.

Skill in oral and written communications, and good human relations skills.

| _onsiderable patience and ability to instruct and work with children. Ability to assist in counseling students and

managing student behavior. Ability to work harmoniously with and provide a broad range of instructional assistance
teachers and others. Ability to work independently under general supervision. Note: When assigned to positions

to
responsible for cafeteria operation and instruction at supplementary centers, successful completion of the cafeteria

manager test is required.

| EDUCATION, TRAINING, AND EXPERIENCE:

Compietion of 30 semester hours of college course work, including at least nine hours which are directly applicable
to the assignment involved, and at least one year of experience working with children in structured situations. Other

combinations of applicable education, training and experience which provide the knowledge, abilities, and skills
gecessary to perform effectively in the position may be considered; or other combination of coliege level education
and experience totaling two years which provides the knowledge, skills, and abilities necessary to perform effectively

in the position may be considered.

CERTIFICATE AND LICENSE REQUIREMENTS:
None :

PHYSICAL DEMANDS: (Special requirements such as lifting heavy objects and frequent climbing.) )
Some assignments require the ability to lift wheeichairs and related equipment and to assist in the lifting/moving

of students.

SPECIAL REQUIREMENTS: (Frequent overtime or night work required, etc.)
None

PAID OVERTIME:
Yes

This description may be changed at any time. (continued)
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TITLE: Instructional Assistant (Head Start) CODE: 6700

EXAMPLES OF DUTIES AND RESPONSIBILITIES: ]
Assists individual and small groups of children in various subject areas and motor activities, e.g., reading, telluy
stories, spelling, games, art, mathematics, and physical activities; monitors students engaged in independent work
or similar activities while the teacher is otherwise occupied; provides special help to students with short attentior
spans through interest activities: alerts teacher to individual student needs and suggests programming, and prepares
individual student activity plans under direction of teacher as required; works with individual and small groups ol
children in need of additional assistance.

Reviews and reinforces classroom lessons and learning experiences with students; assists in formulating and
conducting classpoom activities; provides information to assist the teacher in evaluation of the learning process
behavior management programs, individual student needs and progress and recommends appropriate action; engage:
in daily and longer term planning of activities with teachers; keeps teacher informed of student progress and learning
.needs; works with students in a counseling role; may assist in teaching classes of basic skills in job training programs

Continues planned instructional activities during teacher’s temporary absence from the classroom.

Assists teacher in carrying out classroom activities; prepares slides, charts and other instructional materials requiring
knowledge of the instructional subject matter; sets up and operates audiovisual equipment; assists in administering
tests and examinations; scores tests requiring subject matter knowledge; helps maintain order and discipline and
assists in managing the behavior of students; including crisis intervention; helps students locate materials; assists i
the direction of games, group singing, physical exercises and similar activities.

Supervises students between classrooms, during lunch period and recess, and during playground activities; eats lunct
with students, and provides physical and instructional assistance as needed; assists in the supervision of student
while being transported on buses in the loading and unloading of buses.

May perform clerical and noninstructional duties such as keeping daily attendance counts, distribution of lunct
tickets and collection of money, recording of grades, distribution of books and supplies, maintenance of files anc
records, typing reports and routine correspondence, and reproduction of instructional materials; however, such dutie
comprise a clear minority of the work hours. Computer lab assistants will have responsibility for ensuring prope
maintenance and care of computer lab equipment.

Performs related work as required.

Class Established: 10/83

Date(s) Revised: 6/88, 11/89, 7/92
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MONTGOMERY COUNTY PUBLIC SCHOOLS

| CLASS DESCRIPTION

GRADE: 13

| OFFICIAL TITLE: Instructional Assistant (JROTC) CODE: 6750
|

WORKING TITLE:

| } SUMMARY DESCRIPTION OF CLASSIFICATION:

Under direction, performs instructional support work in conducting courses in the Junior Reserve Officer Training
Course (JROTC).

The work of the class involves presenting courses on military, civics and related subjects to students in JROTC
programs. Workers present COUISES in accordance with prepared lesson plans, instructional materials, and aids
provided by the military services. They follow materials closely and lead students in JROTC activities such as driil
and exercise. By military regulation, workers are retired noncommissioned officers.

MINIMUM QUALIFICATION STANDARDS

KNOWLEDGE, ABILITIES, AND SKILLS: .
Considerable knowledge of military subjects as taught through JROTC programs; working knowledge of instructional

concepts and techniques; some knowledge of general office clerical procedures and use of common office appliances.

Ability to work with students effectively as an instructor; ability to identify learning problems and mistakes and
correct them; ability to explain military and civics subjects; ability to perform general office clerical work.

EDUCATION, TRAINING, AND EXPERIENCE:
-ossession of certification as a JROTC instructor issued by an appropriate military authority. Other combinations
of applicable education, training, and experience which provide the knowledge, abilities, and skills necessary to

perform effectively in the position may be considered.

CERTIFICATE AND LICENSE REQUIREMENTS:
None

PHYSICAL DEMANDS: (Special requirements such as moving heavy objects and frequent climbing.)
Ability to direot JROTC students in military drills and other prescribed physical activities.

SPECIAL REQUIREMENTS: (Frequent overtime or night work required, etc.)
None

PAID OVERTIME:
Yes

(continued)

I This description may be changed at any time.
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TITLE: Instructional Assistant (JROTC) CODE: 6750

{

EXAMPLES OF—DUTIES AND RESPCNSIBILITIES:
Presents courses in the history, purpose aid structure of the military services; ethical values and principles of good
citizenship; leadership; physical fitnes:: and military drills and formations.
‘ _.‘_L",cads.‘studcnts in drills and exercises; accompanies students on summer camps and field trips.
Participates and leads students in drill ceremonies.
Counsels students on aspects of military service.
Maintains instructional materials and files.

Performs general office clerical work.

Performs. related work as required.

Class Established: 7/92

Date(s) Revised: 12/93

. s
Note: A general guide to class description, which includes definitions of standard terms used, is considered au-
__integral part of this description and is available from the Office of Personnel Sexvices.




MONTGOMERY COUNTY PUBUC SCHOOLS
CLASS DESCRIPTION

OFFICIAL TITLE: Instructional Assistant (Computer Lab) CODE: 6860
GRADE: 11

WORKING TITLE:

SUMMARY DESCRIPTION OF CLASSIFICATION:
Under general supervision, performs instructional support work in operating computer labs in schools.

The work of the class involves maintaining computer labs and instructing students and staff in the operation of
desktop computers, software and related equipment. Workers use demonstration and prepared learning plans to
instruct students in the operation of the devices, assist students with problems, and maintain the equipment,
materials and supplies of the computer lab. The purpose of the lab is to provide basic computer literacy to students,
and to serve as a learning resource for teachers. Workers perform basic equipment adjustments and maintenance,
referring technical problems to technicians for service.

MINIMUM QUALIFICATION STANDARDS

KNOWLEDGE, ABILITIES, AND SKILLS:

Working knowledge of desktop computers and common software including wordprocessing, database and
spreadsheet. Working knowledge of basic instructional concepts as applied to learning computer operation. Some
knowledge of general office clerical procedures and use of common office equipment.

Ability to work with students effectively as an instructor. Ability to identify learning problems and mistakes and
correct them. Ability to explain the operation of desktop computers and software to others. Ability to setup, adjust
and perform minor maintenance to computers, printers, and other equipment. Ability to perform general office
clerical work.

EDUCATION, TRAINING, AND EXPERIENCE:
Completion of high school, preferably supplemented by completion of college courses in early childhood

development, experience in working with desktop computers and wordproceessing, database and spreadsheet
software, and experience as an instructional assistant. Other combinations of applicable education, training and
experience which provide the knowledge, abilities and skills necessary to perform effectively in the position may be

considered.

CERTIFICATE AND LICENSE REQUIREMENTS:
None

PHYSICAL DEMANDS: (Special requirements such as lifting heavy objects and frequent climbing.)

Ability to set up, adjust and perform minor maintenance On COMPUtErs and related equipment. Ability to move
computer hardware and supplies weighing up to 50 ibs. Ability to operate computer input/output equipment for
considerable periods of time. Some positions require the ability to move wheelchairs and related equipment and
to assist in the relocation of students.

SPECIAL REQUIREMENTS: (Frequent overtime of night work required, etc.)
None ’ :

PAID OVERTIME:
Yes

This description may be changed at any time. (continued)
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TITLE: Instructional Assistant (Computer Lab) CODE: 6860

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

Instructs students and staff in the operation of desktop computers, software, printers, disk drives, floppy dis
monitors and other associated devices.

Responds to students’ questions and requests for assistance; monitors and controls student activities in the lab.
Installs software on computers; runs setup and diagnostic programs; modifies installations as appropriate.
Demonstrates use of software including spreadsheet, desktop publishing, music theory, mathematics.

Checks and repairs cables, connectors, and other equipment and attachments; refers technical problems for servi
Maintains iniventory of materials used in the lab.

Schedules use of the lab.

Performs general office clerical work.

Performs related work as required.

Class Established: 7/92

Date(s) Rcvxsed. 7/93

Note= A geoeral guide to class description, which incindes definitions of standard terms wed, is considered.
mwmimdmmmamhmmwdwm



MONTGOMERY COUNTY PUBUC SCHOOLS
CLASS DESCHRIPTION

OFFICIAL TITLE: Instructional Assistant (ISM) CODE: 6870
WORKING TITLE: . GRADE:. 11

SUMMARY DESCRIPTION OF CLASSIFICATION:
Under direction, performs instructional support work in carrying out the Instructional System in Mathematics (ISM)

at schools.

The work of the class involves administering ISM tests to students, maintaining ISM materials, and providing ISM
evaluative information to teachers. Workers administer ISM tests to students of different grade levels according
to prescribed procedures, score tests and enter data into computerized recording and processing system, and prepare
reports for teachers, principals and central office administration. The work requires aptitude and understanding
mathematic concepts taught at elementary and middle school grades.

MINIMUM QUALIFICATION STANDARDS

KNOWLEDGE, ABILITIES, AND SKILLS:
Working knowledge of mathematics taught at elementary and middie school grades. Some knowledge of carly

childhood development as applied to learning mathematics. Some knowledge of mathematics instructional concepts.
Working knowledge of general office clerical procedures and use of common office appliances including desktop

computers.

Ability to work with students effectively in administering tests. Ability to interpret answers and score tests
accurately. Ability to enter detailed data into computer using standard computer keyboard. Ability to expiain test
results to teaching staff.  Ability to perform general office clerical work.

EDUCATION, TRAINING, AND EXPERIENCE:
Completion of high school, preferably supplemented by completion of college courses in early childhood

development, and experience as an instructional assistant. Other combinations of applicable education, training and
experience which provide the knowledge, abilities and skills necessary to perform cffectively in the position may be
considered.

CERTIFICATE AND LICENSE REQUIREMENTS:

None

PHYSICAL DEMANDS: (Special requirements such as lifting heavy objects and frequent climbing.)
Some assignments require the ability to move wheelchairs and related equipment and to assist in the relocation of

students.

SPECIAL REQUIREMENTS: ‘(Frequent overtime or night work required, etc.)
Pasitions operate computers for prolonged periods.

PAID OVERTIME:
Yes

A This description may be changed at any time. (continued)
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TITLE: Instructional Assistant (ISM) ERA CODE: 6870

EXAMPLES OF DUTIES AND RESPONSIBILITIES:
Organizes and maintains ISM materials and provides for their security.

Keeps class and math records current.

Administers aﬁd scores placement tests and eaters results into computer.

Administers and inputs results of demoastration assessments.

Assembles constructed response assessments for teachers and scores and ioputs results.

Assembles level assessments and unit tests for teachers; scores tests using scanner.

Maintains supplies of ISM materials.

Provides teaching staff and others with information on ISM tests, test results and related information.
Explains the ISM program to new teaching staff and provides necessary materials.

Performs general office clerical work.

Performs related work as required.

Class Established: 7/92
Date(s) Revised: 7/93

Note: Amﬂmmmmmmmgmummim
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FROM : GUEEN ANNE'S BD OF ED PERSONEL FPHONE MO, @ 4107582433

TITLE

QUALIFICATIONS:

Sep. 12 1996 B3:.35AM Wi

3

4

SCHOOL ASSISTANT 1 - INSTRUCTION

1 High school gaduate or GED.

2 Pleatant and professional manner.

3 Ability 10 work with children.

4. Must pass School Assistant 1 - Instruction test,

e R

PERFORMANCE RESPONSIBILITIES:

I3

Administers, scores, and records such achicvernent and diagnostic tests as the teacher
rocommends for individual students.

Works with individual students or small groups of students to reinforce leaming of
material or skills initially introduced by the teacher.

Guides indspendent study, enrichment work, and remedial work set up and assigned by
the teacher.

Cheeks notebooks, corrests papers, and supervices tonting and makeup work as arsigned
by the teacher,

Assitls with such large group activities as dnll work, reading aloud, and story telling.

Alects the regular teacher to any problem or special information ahopt &n individual
tudent. ;

Maintaine ethical bohavior and confidenfiality of information about students.
Checks and records student attendance.

Distributes and collects workbooks, papers, and other matesials of instruction.
Collects and records collegtion of money.

Reads to students, listens to students read, and participates in other fonmns of oral
communication with students.

Assists with Juneh, snack, and cleanup routines.

Assists with wash-up and toilet routines.

Kecps bulletin board and other classroom lcarning d'uph)'vs up to date.

Operates and cares for equipment used in the clagsroom for instructional purposcs.

Assists with the supervision of students during emergency drills, agsemblics, play periods,
and field trips.

Pasticipates in daily and long-range jesson and classroom activity planning.

Helps maintain individual records for each child.

Axsists teacher in maintaining neat work and study areas.

Performs other dutiex as assigned.

T,
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FROM : gleEN R‘O‘E'EBD OF ED PeRspoeL PHONE pg, 4107582433

Sep. 12 1998 14:17AM pg2

= ; ) ’ 33
TTILE: SCHOOL ASSISTANT If . INSTRUCTION
Cos ‘ QUALIFICATIONS: ). High school graduats or GED,
i 2 Pleasant and professiopal manncer.
kS Ability 1o work with children,
4, Must pass School Assistant {] - Instruction teat,
§ Receivod 9 Inservice erndits of related training time,
(3 Have a curront above avenage perfoninance rating agd supcrvisor
resommondation.
7. Two years as & School Assistant [ - [nstruction.
PERFORMANCE RESP()NSIBILH'IES:
l. Adminitters, ssoror, and records such achlovement and diagnnstic tcafs ag the teacher
recotnmends for individual studenta.
2 Works with individual students or smal] groups of sfudents to reinforce leaming of
matesial or skills initially Introduced by the teacher. : :
1 Guides indepondent study, enrichment work, and remedial work %t up and amcigned by
the toacher,
4 Checks notebonks, correctt papers, and superviges festing and makeup work as aasigned
by the teacher. . _
s. Assists with such large group activities as dnill work, reading rloud, and sory talling,
6. Alerts the regular teacher to any problem or speciel information about an {ndividuxt
. student. .
h Maintains ethical hehavior and confidentiality of information about students,
8. Chetkr and records student attendance.
- 9. _ Distributes and collects workbanks, papcrs, and other materialy of instruction,
10. Collects and resords collection of money,
11 Reads 1o students, listons to students read, and participates in other forms of oral
commustication with students.
12, Assinis with Junch, fnack, and ceanup rovtines,
13 Assists with wash-up and toilet routines.
14. Keeps bulletin board and nther classroom learning displays up {0 date,
15. Opezates and caros for equipment used in the classroom for lstructiona] purposcs.
16. Assists with the supervision of students during Cmergency drills, assemblies, play periods,
and field tripa. i
1. Participates in daily and long-range lesson and classroom activity planping.
I8. Helps maintain indjvidyal records for cach child.
19. Assiats tcacher in maintaining neat wark and Mudy arcas.
»

20 Perfarmy other duties as ussigned.




RELEIVEU JAIL 1 D 198

TALBOT COUNTY PUBLIC SCHooLs

o P.0. Box 1829 _
Easton, Maryland 21681-1829

Tel: (410) 822-0330 Fax :(410) 820-4260

MEMORANDUM
TO: Marilyn Hunter, UniServ Director
./... Ed
FROM: John Masone, Director ‘ /421//‘5"“-&/
Administrative and Support/Services
DATE: January 9, 199¢ /////
(Y

SUBJECT: your Request Dated January 3, 199¢

Enclosed please find a
for any inconvenience.

CC: bpr. Meek
MSTA File

\MSTA 01-09-96
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WCBOE Human Resources TEL No .301-791-413% Sep 13,96 8§:48 No.002 P.03
(—\ TITLR: Inctructional Assistant
QUALIFICATIONS:
1. ltugh ichool Diploma/GED; two years of college pre-
erred. :
2. Competency with fundemental language and math

skills.
3. Ability to understand and follow directions.
&. Two years experience in School setting or working

with children or combination of education and

experience cotalling two yeals.
Ss. Ability to work narmoniously with children and staff.

REPORTS TO: Teacher or other professional

JOB GOAL: To assist in achieving ipserructional objectives
by working with the individual student or small
groups of students. _

PERFORMANCE RESPONSIBILITIES:

»  assists with instructional activities.

& Assists in maintaining classroom organization and a
positive learning environment. :

" Assists with the use of classroom eguipment and
materials. :

a Assists with the supervision and mapagement of students
during instructional and/or noninstructional activities.

L) Provides support with individualized programs.

H Helps students master egquipreant or insctrustional
materials assigned by the teacher.

*  Guldes independent study, enrichment work and remedial:

work set up and assigned by the teacher.

+ pReads to students, limtens to students read and partici-
3:“’ {n other forms of oral communication with stu-

nes .

" Maintains the same high jevel of ethical penavior and
contidentiality of information about gtudsnts as is
expected of fully licensed teachers.

# Other dutlex aa appropriate.

TERMS OF EMPLOYMENT: ren-month, Grade 5, classified Scale.

WhLUA’I.‘IéN; performance of this Job will be evaluated in
c accordance with Board policy on Evaluation of
{ Classified Persounel.
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TITLE:  Instructional Assistant - Special Education

r— :
‘ QUALIFICATIONS: -
. 1. High School Diploma/G.2.D.; two years of college
preferred.

2. 7Two years experience working with children or cembina-
tion of education and experience totalling two yesars.

2. Good reading, writing, and arithmetie skills.

3. Ability to work harmoniously with staff, youngsters,
. and community. g

4. Ability to lift between 30-40 pounds in specified
situations.

REPORTS TO: Principal/Classzoom toachaex

JOB GOAL: TO assist the teacher achieve teaching objcctives
by working with individual students or small groups.
To help students achieve individual studant
objactives.

PERFORMANCE RESPONSIBILITIES:

*  wWork wilth individual atudentz and small groups of
students to reinforce skills introduced by the
teacher(s). .

» Assist the teacher in devising special strategies for
reinforcing skills and inatruction.

* Asasgist the teacher in maintaining classroocm organiza-
tion and & positive learning environment.

¥ Operate and assist with the care of the classroom
equipment. ,

*  Assist with supervision and management of students

during instructional and noninstructional activitles,

¥  Asgist with physical care and physical management of
studonts as needed and appropriate.

* Follow through to carry out individual programs de-
signed by the teacher.

H Participate in and/or provide input for team planning
functions as appropriate.

TERMS OF EMPLOYMENT: Ten-month, Grade 5, Classified Scale.

EVALUATION: Performance of thiz job will be evaluated in
- accorgance with Board Policy on Bvaluation of
Profeaxional-Classifled Personnel.




October 9, 1996

T@: Paraprofessional Task Force Members
FR:  Marcella Kehr and Gail Riley, MSTA Representatives

RE: Recommended Guidelines

Creating this task force was a major step toward professionalizing and raising awareness
of the roles that paraprofessionals play as valued members of the school team. We
believe that our work has great promise for more effective schools and high standards
both for students and for all members of the school team.

However, we believe that recommending to the 1997 General Assembly an administrative
procedure for licensing paraprofessionals is “putting the cart before the horse.” We must
first thoroughly understand the current use of educational assistants/paraprofessionals in
Maryland and clearly identify what their role should be as we move toward implementing
quality school improvement initiatives. Six working sessions during a two and half month
time frame is not long enough for our task force to assess thoroughly and evaluate how
educational assistants and paraprofessionals are used throughout the state, how they will
be used in the future, what training they currently receive, and what will be necessary in
the future. We strongly believe we must complete this work before we even consider
recommending a licensing procedure.

We must take the appropriate amount of time to:
1. review current structures and systems;
2. determine the skills necessary for the future roles of paraprofessionals;

3. develop and implement a consistent, high-quality, ongoing
paraprofessional development program;

4. look at the feasibility of creating minimum standards or guidelines which
would still allow for local school system flexibility and control; and

5. to assess the ﬁnancial implications of any future changes.

It is 1napproprlia{ mandate a regﬁc?y{ystem for parap/rggs%{nal employees before

" we fully understand what they are being licensed to do or how such a system would be
paid for.







The educational assistants/paraprofessionals on this task force are in agreement that their
colleagues and the roles they play have been neglected for many years. In some cases,
this neglect has persisted since the inception of the educational assistant/paraprofessional
job category. Many systems have outdated job descriptions. There is great diversity and
even disparity as to the role these employees play from local jurisdiction to local
jurisdiction among Maryland’s school systems. At best, minimal training opportunities
are available for paraprofessionals throughout the state.

Current educational reform efforts have increased the need for educational
assistants/paraprofessionals and have significantly changed their responsibilities and
functions. We need to review carefully current job descriptions and bring them in line
with the new expectations of the assistants’ role in and out of the classroom. It is most
important to visualize and understand that, no matter what our job category may be, we

are still an integral part of the educational team and should be respected for the job we
do.

As educational assistants and MSTA representatives on this task force, we believe it is in
the best interest of all educational assistants/paraprofessionals and the students we service
to take the time necessary to research and assess the current use of educational
assistants/paraprofessionals in the education program. Only on this basis can
recommendations be made for the improvement of the program. We must first assess the
best way to professionalize our status. We must assure that local school systems are in
the position to provide the funding and instruction necessary for quality professional
development before we can even consider requiring licensure.

In summary, on behalf of our members, we would like to offer the following guidelines
for consideration by this committee as the first step toward fully understanding our role in
the education program.

GUIDELINE NO. 1

The entire instructional team shall cooperate, within clearly defined roles, to provide an
appropriate educational program for students. Paraprofessionals’ work shall be directed
by a designated certificated staff member. The school system shall provide a written, up-
to-date job description for each educational assistant/paraprofessional job category.
Employees in that category will not assume the responsibilities of certificated staff,







GUIDELINE NO.2

To ensure improved education for students and appropriate safety for students and staff,
educational assistants/paraprofessionals shall be provided with locally funded orientation
and training commensurate with their responsibilities. This training shall be provided
prior to their assuming those responsibilities. Employer funded on-the-job training
related to specific job assignments as well as inservice training should be provided
throughout the year.

GUIDELINE NO. 3

Educational assistants/paraprofessionals shall be respected and supported as team
members responsible for assisting in the delivery of instruction and related services. This
requires systematic communication, inservice training, and conference activities.

GUIDELINE NO. 4

Local school boards shall recognize their crucial role in the support of and respect for
educational assistants/paraprofessionals as integral partners in extending and supporting
instruction and increasing student learning.

Further, local school boards must ensure that work schedules provide time for regular,
organized, and systematic communication between paraprofessionals and the certificated
professionals with whom they work.

GUIDELINE NO. 5

Local school systems shall offer regular opportunities in career development and
advancement, including financial support for further education.

GUIDELINE NO. 6

The Paraprofessional Task Force will revisit and review progress toward implementation
of the task force recommendations and consider additional action in the future. The task
force will devise and distribute an information-sharing system, which shall include timely
assessments and surveys of Local Education Agency programs.

Ciwiwnord\esp\para2.doc (ylc)







Minutes of Paraprofessional Task Force
Wednesday, October 23, 1996

Mr. Thomas Hendershot, Esquire, Chair of the Task Force, began the meeting with a
review of the October 9, 1996 meeting minutes.
MOTION by Dr. Leak, Seconded by Ms. Kehr.
To accept the minutes as submitted.
The vote was unanimous.

The following members were present: Barbara Abramson, Judy Berman, Debbie Bostian,
Kandace Chase, Harriett Ghee, Thomas Hendershot, Judy Hendrickson, Gloria Horneff, Lorretta
Johnson, Marcella Kehr, Bob Lazarewicz, Lawrence Leak, Ann Lytle, Salima Marriott, Sandra
Marx, Sarah Matisick, Judith Perkins, Gail Riley, Jean Sax, Rosemary Wolfe, and Betty
Workman.

The Chair indicated that any member on the “prevailing” side of an issue discussed at the
October 9, 1996 meeting may request reconsideration of the motion at this meeting. No motions
for reconsideration were made.

The Chair asked the task force to review the guidelines submitted by the Maryland State
Teacher’s Association (MSTA) for the employment of paraprofessionals and educational
assistants (paraprofessionals) for use by the LSSs (local school systems).

A member suggested the charge of the task force was completed when the task force
voted at their October 9, 1996 meeting to oppose certification/licensure for paraprofessionals.
Another member stated four other charges in the legislation needed to be addressed: 1) entry
level standards for educational assistants and paraprofessionals, 2) training and experience to be
required of educational assistants and paraprofessionals, 3) the development of examinations for
entry into educational and paraprofessional careers, and 4) career ladders that educational
assistants and paraprofessionals can anticipate following.

The Chair reviewed HB 1309 which states that the task force “shall review” the four
charges noted above in addition to the licensing of educational assistants and paraprofessionals.
Del. Marriott excused herself from the meeting.

The Chair recommended that the MSTA guidelines could be used as a starting point.
Since guidelines are “discretionary” for LSSs and the proposed MSTA guidelines include
“mandatory” language, some members felt the issue needed clarification. Additional guidelines
could be submitted at the next meeting.







Discussion continued regarding “best practices” and mandating standards to an employer
which should be left to the employer. The task force discussed recommending that entry level
standards be set by the local board of education. Members discussed establishing at least
minimum standards. One member cited the reason for the legislation was that a high school
diploma or equivalency is sometimes not a standard and often there is no training.

MABE and the Public School Superintendents Association of Maryland (PSSAM) want to
keep local autonomy and not compromise local control. One member felt some LSSs have
paraprofessionals working that have not had criminal background and fingerprint checks. The
group was reminded that, by law, every LSS must do criminal background and fingerprint checks
for employees.

A member asked if working conditions would be a part of collective bargaining or
educational policy? The group was reminded that there are ten eastern shore counties where
paraprofessionals don’t have bargaining rights.

1) Entry Level Standards for Paraprofessionals

The group suggested the following: The local board of education should set standards
appropriate for paraprofessional positions in concert with employees and bargaining units that
include:
. A minimum education requirement of high school diploma or GED.

_ . Appropriate training for position.

C , Criminal records check.
\’*\9’ WW deonent/ W”g"j‘/
MOTION by Dr. Wolfe, Seconded by Dr. Leak.
To delete “in concert with employees and bargaining units.”

In favor: 11. Opposed: 9.

Mr. Lazarewicz suggested adding “outside the collective bargaining process.”
MOTION by Mr. Lazarewicz, Seconded by Dr. Leak.

To'insert “outside the collective bargaining process.”

In favor: 5. Opposed: 14. Abstention: 1.

The task force agreed that the lead-in language for “Entry Level Standards for
Paraprofessionals” would be : “In consultation with interested parties, the local board of
education should setistandards for the entry level of paraprofessionals that are appropriate for
the position and thatknclude: (see three bullets above).

e
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2) Training and Exoerlence for Paraprofessionals

. Prior to classroom assignment [where feasible], provide orientation and/or training
commensurate with the responsibilities of and the previous training/experience of the
paraprofessional.

. Provide additional inservice during any probationary employment which provides
knowledge, abilities, and skills necessary to perform effectively in the job.

. Provide ongoing inservice training with LSS credits for career advancement to include
training in new techniques, instruction, and equipment.

MOTION by Ms. Johnson, Seconded by Ms. Lytle.
To delete “, where feasible,”
In favor: 16. Opposed: 4.

Tuition reimbursement for college credit would be an unfunded mandate for the LSSs.
Nothing precludes the task force from recommending to the legislature to fund a mandate.
“Credit” doesn’t mean college credit. The intent was for credit for advancement in a LSS.

MOTION by Ms. Kehr, Seconded by Ms. Johnson.
To accept language for “Training and Experience.”
In favor: 18. Opposed. 2.

MOTION by Mr. Hendershot, Seconded by Ms. Johnson.

To add at the beginning of each of the recommendations the task force must address in HB
1309 including entry level standards, training and experience, development of examinations,
and career ladders: “In consultation with interested parties, the committee recommends that
the local board of education:”

No vote was taken.

MOTION by Mr. Hendershot, Seconded by Ms. Berman.

To table adding at the beginning of each of these charges: “In consultation with interested
partles the committee recommends that the local board of education:” until the next meeting.
In favor: 15. Opposed: 3. Abstention: 2.

Mr. Hendershot announced the agenda items for the next meeting:

v/ Whether or not the group will be able to accomplish its mission by the end of the next two
scheduled meetings or will it need another meeting.

v Organizational feedback for deliberation.

matthews/parapro2
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Minutes of Paraprofessional Task Force
Wednesday, November.7, 1996

b

Members present: Barbara Abramson, Judy Berman, Kandace T. Chase, Harriett Ghee, Beatrice
Gordon, Thomas Hendershot, Judy Hendrickson, Gloria Horneff, Marcella Kehr, Bob
Lazarewicz, Lawrence E. Leak, Ann Lytle, Sandra Marx, Gail Riley, Jean F. Sax, Rosemary
Wolfe.

Mr. Thomas Hendershot, Esq., chaired the meeting. Minutes of the October 23, 1996
meeting were discussed and accepted.

A motion was made to adjust the meeting’s agenda to include a review of PSSAM’s
Paraprofessional Guidelines (see attached). After discussion, it was determined that guidelines
are not mandatory and their use should remain an LSS decision.

An amendment was voted on and denied (4 in favor, 10 opposed, 1 abstention) to change
the language under Entry Level Standards for Paraprofessionals from ‘should set standards for
the entry level of paraprofessionals” to “is encouraged to set standards for the entry level of
paraprofessionals”.

A motion was made, voted on, and denied (5 in favor, 9 opposed, 1 abstention) to
include PSSAM’s entry level standards in the Task Force recommendations. The discussion
included:

¢ 1.SS’s already have authority to establish guidelines
e PSSAM'’s guidelines add clarity
* Guidelines are self evident, causing no harm, but not necessary.

A discussion on PSSAM’s Guideline #2, Training and Experience Requirements for
Paraprofessionals included:

o language “LSS’s should” changes to “LSS’s should be encouraged
to provide training and experiences”

o the above language is needed because of the funding issues
surrounding training

o either LEA’s should, or should not, provide training

o training of paraprofessionals should be left to the LSS’s discretion

o language “should” is not the same as “shall”

o legislative intent was not mandatory guidelines, but
recommendations.

o cost factors are up to each LSS. Money is not an issue for Task

Force, needs are.




A vote was taken, and opposed, (5 in favor, 10 opposed) to include #2 language from
PSSAM’s Guidelines on Training and Experience Requirements.

A motion to use PSSAM’s language on Entry Level Examination was introduced and

seconded.

A discussion on item #3 of PSSAM’s guidelines on Entry Level Examinations included:

entry level exam should remain with LSS

special education requirements could mean various exams would
need to be given

difficulties developing exams which are valid, reliable and legally
defensible

exams could deter people from applying for paraprofessional
positions

decision was made not to require licensure/certification..how can
exam be required?

limited or no real education classes or staff development
specifically designed for paraprofessional

consider possible motion that the Task Force not take a position at
this time regarding entry level requirements

opportunities vary between jurisdictions or are not available
before development of exam, need to establish student needs, job
description, etc. for each position

need task analysis prior to exam

not prudent for Task Force to recommend too many different
classifications in the State of Maryland

as students move on, would paraprofessional need to take another
exam for another position?

recommendation not to make entry level exam an option for entry
in paraprofessional career

specific competencies not clearly defined

should functional testing skills, i. e., reading, writing, etc., be
required

minimum competencies would be different for each classification
all under jurisdiction of local school system

no one size fits all entry level exam

special ed skills needed would be varied, i. e., not necessary for
transportation aide.



The Task Force proposed no recommendation regarding requiring entry level exams, but
will explain reasoning specifically in the Task Force Report.

Task Force discussed item #4, Career Ladders, on PSSAM’s suggested guidelines. The

discussion included:

1980’s Civiletti Committee studied the issue of career ladders and
could not come up with consensus on topic

previous literature on career ladder leads to career path, especially
to that of classroom teacher

career ladder moves refer to movement from one paraprofessional
position to another

career ladder relates to salary scale

some jurisdictions already classify and offer different salary
grades, i. e., Chapter 1 aide and special education aide may be on
different pay scale

higher responsibility levels should reflect higher pay

recommend LSS’s development plan address career mobility, or
make no recommendation at all.

A motion was offered and seconded to recommend to the Legislature that a committee
be formed to study career ladder issues. This committee should consist of all interested parties,
similar to this Task Force’s membership.

Discussion issues included:

concerns regarding asking the Legislature to form another
committee

should come under SBOE or MSDE. Legislature should not
legislate beyond their control.

Debate whether the Legislature has authority or not. Legislature
gives their authority to State Board of Education/State Department
of Education.

local issue only - local autonomy

issue of time, final report due December 1996.

The previous motion was restated; the Legislature should require or mandate that the
SBOE form a committee. Motion was seconded. A similar discussion took place regarding the
above mentioned issues. The motion was changed because legislation would really not be
needed should the Task Force recommend that the State Board of Education establish a
committee to study career ladders. The motion failed, 5 in favor, 11 opposed.




A motion was offered and seconded to accept PSSAM’s proposal on Career Ladders.
An amendment was offered to delete the word consider and change developing to develop.

Recommended language is to include: “In consultation with interested parties. the local board
of education should develop....” A friendly amendment was offered: “LEA’s will develop”.

Discussion was held related to an unfunded mandate. “Support should” is not the same
as “support will”. The friendlier amendment was withdrawn. A vote was taken on the original
amendment, 14 in favor, 2 opposed.

The language on PSSAM’s Paraprofessional Guideline #4, Career Ladders, was discussed
in great detail. Amendment was offered, seconded, voted and approved (11 in favor, 4 opposed,
1 abstention) to replace in the first sentence: “on entry-level standards and training experience
requirements”. Amendment was offered and approved to add “in_consultation with”.
Amendment was offered and approved to add "and job responsibilities”. The final approved
item #4 Career Ladders now reads:

In consultation with interested parties, local education agencies. should develop
career ladders for paraprofessionals based on entry level standards, training, and job
responsibilities.

A motion was offered and seconded to establish a time line for implementation by the end
of the 1996-1997 school year. Discussion issues included:

o clear fiscal impact

*  more prudence needed to reflect new budget cycle,
at least until August 1997
time frames/budget limitations

o LSS’s should establish their own time_lines.

The amendment for the inclusion of a time line was withdrawn.

Another motion was offered proposing that the Task Force recommend to the Legislature
that reports be requested from the LSS’s to the Task Force by the end of the school year
indicating the status of their work. After a brief discussion on time frames etc., the motion was

withdrawn.

A motion was made and seconded to recommend to the Legislature that reports be
requested from the LBE’s by January 1998, regarding their progress.

A friendly amendment was offered requiring the reports be sent to the State
Superintendent of Schools. Language should include that appropriate parties will be properly
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informed (local superintendents and local boards do not want mandates.) The amended language
was approved. A friendly amendment was proposed changing the date from January 1998 to
January 15, 1999 for submission ef reports. After discussion, this amendment was withdrawn.

A vote was taken and passed (10 in favor, 5 opposed, 1 abstention) on changing the date
of submission of reports to September 30, 1998.

Mr. Hendershot proposed that the Task Force’s report reflect strong language which
should include:

o respect for paraprofessionals
expression of extent of feelings statewide
addressing lack of respect for paraprofessionals by leadership and
other professionals

o addressing the value of these positions.

The language from Marcella Kehr’s Guideline #4 was accepted. (See attached.)
Discussion was held to add language indicating that all paraprofessionals are to be
grandfathered in with respect to any recommendation of this Task Force. Requiring a GED or

high school diploma should be addressed at the local level.

The following is the approved language to be added to Entry Level Standards for
Paraprofessionals:

Recommend that local BOE’s and school systems grandfather in current employees
who may be impacted by the minimum education requirement of a high school diploma
or GED. :

The meeting was adjourned.







PSSAM
Paraprofessional Guidelines

Entry Level Standards

Establishing entry level standards for paraprofessionals must be maintained at the local

school system level. There are several reasons for this position, including but not limited to the
following:

™o
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There are many diverse and changing instructional, educational, student-management and
other student related needs at the school building and school system level that can best be
addressed locally.

There are immense “worker readiness/preparation” differences among various school
systems throughout the state. These prospective employee differences among local

school systems must be given serious consideration by local school systems in establishing
entry level standards for paraprofessionals.

Individual schools and local school systems are in the best position to determine the needs
of student and to subsequently employee paraprofessional to assist in meeting the needs of
students.

Local school systems should be encouraged to establish entry-level standards reflective of
the three (3) aforementioned reasons.

Training and Experience Requirements

Training and experiences requirements for paraprofessionals must also be established at the
local school system level. Local school systems should be encouraged to provide training
commensurate with the respective position responsibilities, school needs and objectives,
and student needs.

Entry Level Examinations

The decision whether or not to utilize entry level examinations for prospective employees
(paraprofessionals) should rest with local school systems. Local school systems should
be encouraged only to develop and utilize entry level examinations after careful
consideration of school-based student needs.

Career Ladders

Local school systems should consider developing career ladders for paraprofessional based
on local school system needs and conditions. For example, in a very small school system
with relatively few paraprofessionals who have limited job responsibilities, establishing a
career ladder would be very difficult. To the contrary, larger school systems would have
considerably more flexibility in the context of initiating a career ladder program.






Minutes of Paraprofessional Task Force
Tuesday, November 19, 1996

Members present: Barbara Abramson, Debbie Bostian, Beatrice Gordon, Thomas
Hendershot, Judy Hendrickson, Gloria Horneff, Marcella Kehr, Bob Lazarewicz,
Lawrence Leak, Ann Lytle, Sandra Marx, Sarah Matisick, Judith Perkins, Jean Sax,
Rosemary Wolfe.

Mr. Thomas Hendershot, Esq., chaired the meeting. A motion was made to
accept the agenda for the day’s meeting. Moved by Matisick and seconded by Leak,
the vote was unanimous.

A motion was made to approve the November 6, 1996 minutes as written.
Moved by Leak and seconded by Hendrickson, the vote was unanimous.

The Chair asked the group to review the draft Report of the Paraprofessional
Task Force and to point out anything contrary to or inconsistent with the group’s
deliberations. Dr. Leak asked the group to submit grammatical or syntax changes to
him or Ms. Janet Marsh.

Mr. Hendershot suggested changing #4 on page 8 to read “The task force
recommends to the General Assembly that the Report of the Paraprofessional Task
Force be made available to the local boards of education and have them submit an
update on the status of the recommendations to the State Superintendent of Schools by
September 30, 1998.” Dr. Leak indicated that the task force’s charge is to report to the
Governor and the General Assembly, and it is up to them what they do with the Report.
Mr. Hendershot's suggestions would overstep the boundary of the charge of the task
force. Mr. Hendershot explained that he did not mean for the task force to send the
Report to the local boards of education but rather recommend that the General
Assembly send the Report to the local board of education. Two members said local
boards of education should receive a copy of the Report.

A motion was made to include, “The task force recommends that the Legislature
make this Report available to the local school systems for their deliberations.” Moved
by Hendershot and seconded by Gordon, no vote was taken.

A motion was made to remove “if the General Assembly takes action on the
Report of the Paraprofessional Task Force, then”. Dr. Leak reiterated that by doing this
the task force would be overstepping their charge. Moved by Hendershot and
seconded by Lytle, no vote was taken.

A motion was made by Hendrickson to include, “The task force recommends the
General Assembly request the local boards of education to provide a report on the






status of implementation of the recommendations of this task force to be submitted to
the State Superintendent of Schools by September 30, 1998."
Vote: For 11 Against 4.

A member disagreed with the salaries statement on page 3. Mr. Hendershot
recommended “Variances in salaries for educational assistants and paraprofessionals
are measured by their educational background. Other local school systems measure
salary variances by the type of job duties of the paraprofessional or by the
paraprofessional’s experiences.” Data should also be included.

A member stated that the word “always” on the second line of the first paragraph
on page 4 should be removed because that’s not what is happening. Mr. Hendershot
agreed.

A motion was made to accept the draft Report as amended and/or changed
consistent with the day’s recommendations. Moved by Leak and seconded by Sax, the
vote was unanimous.

A member suggested that more thorough references should be included on the
background of the recommendations. Mr. Hendershot stated that staff would do that.

Mr. Hendershot thanked the group on behalf of the Governor and himself. He felt
the work of the task force was reasonably important and that it will help the relationship
between paraprofessionals and management.

Dr. Leak recognized staff for their work. He congratulated and commended Mr.
Hendershot for his demonstrated leadership and for giving everyone an opportunity to
present.
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REPORT OF THE PARAPROFESSIONAL TASK FORCE

Introduction

Nearly a half million educational assistants and paraprofessionals work in our nation’s schools.
More than 8,000 are employed in Maryland’s public schools. Educational assistants and
paraprofessionals bring a wealth of community knowledge and information about their students
to the work place. Educational assistants and paraprofessionals know the neighborhoods, families,
and culture that form the school’s community. Many have served years as instructional assistants
and bring substantial on- the-job knowledge with them to create innovative and secure learning
environments for students.

Even though educational assistants and paraprofessionals bring this wealth of knowledge and
experience to Maryland classrooms, educational assistams and paraprofessionals feel that school
systems may not value or reward their efforts. This perceived lack of respect for educational
assistants and paraprofessionals by professional educators is of concern to task force members.

The task force approached its charge based on the premise that local school systems must create
work environments that promote dignity and respect for educational assistants and
paraprofessionals. Local school systems should recognize the crucial role educational assistants
and paraprofessionals play in supporting and extending instruction to increase student learning.

This report represents the work of the Paraprofessional Task Force. The report provides an
overview of legislation introduced in the Maryland General Assembly regarding educational
assistants and paraprofessionals and specifically reviews House Bill 1309 which created the
Paraprofessional Task Force. The report identifies the members of the task force, the legislative
charge to the task force, and the recommendations resulting from the work of the task force.

Legislative History

Legislation requiring the state-wide certification/licensure of educational assistants and
paraprofessionals was introduced in the Maryland General Assembly by House Bill 637 in 1991,
House Bill 760 in 1992, House Bill 803 in 1993, and House Bill 794/Senate Bill 705 in 1995.
Several of these bills came to the attention of the legislature at the request of representatives of
collective bargaining for educational assistants and paraprofessionals in the City of Baltimore.
These bills were heard by the House Ways and Means Committee but were never voted upon.

In 1996, House Bill 1309 was passed by the Maryland General Assembly. The legislative intent
of House Bill 1309 was to establish a task force to study and make recommendations on the
licensure of educational assistants and paraprofessionals who work with the children in the public
schools of this State; provide for the membership of the task force; provide for its staffing; and,
require a report to the Governor and the General Assembly by December 15, 1996.

Paraprofessional Task Force Membership
The Paraprofessional Task Force worked under the leadership of The Honorable Thomas R.
Hendershot, Esquire. Mr. Hendershot, Chair of the Paraprofessional Task Force, was appointed
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by the Honorable Parris N. Glendening, Governor. Consistent with the requirements of House
Bill 1309, the task force was composed of 24 members. A complete list of task force members
is included in Appendix A.

Charge to the Paraprofessional Task Force

The “charge” set forth in House Bill 1309, which created the Paraprofessional Task Force
resolved that “the task force shall review the present utilization of educational assistants and
paraprofessionals by the county boards of education and make recommendations on:

1) Entry level standards for educational assistants and paraprofessionals;

2) Training and experience to be required of educational assistants and
paraprofessionals;

3) The development of examinations for entry into educational and
paraprofessional careers;

4) The licensing of educational assistants and paraprofessionals;

5) Career ladders that educational assistants and paraprofessionals can anticipate
following; and

6) Other matters that the Task Force considers of significance.”

Work of the Paraprofessional Task Force

During the fall, the task force convened six meetings at the Maryland State Department of
Education on the following dates: September 10, 1996; September 20, 1996; October 9, 1996;
October 23, 1996; November 6, 1996; and November 19, 1996. All meetings of the task force
commenced at 9:30 a.m. and concluded at 12:30 p.m.

The task force proceeded on a work schedule that allowed for a review of literature on
educational assistants and paraprofessionals and a review of a state-wide survey on educational
assistants and paraprofessionals. The task force then turned its attention to an analysis of the job
descriptions for educational assistants and paraprofessionals used by local school systems in order
to adopt a common definition for educational assistants and paraprofessionals to be used by the
task force.

The task force also heard a presentation from counsel of the Office of the Attorney General
regarding legal issues surrounding the certification/licensure of educational assistants and
paraprofessionals. Each of these activities are discussed below.

Review of literature on educational assistants and paraprofessionals. Prior to the first
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meeting of the task force, an extensive list of reading materials related to educational assistants
and paraprofessionals was generated. The task force received copies of much of the current
material available in order to gain further knowledge on issues germane to educational assistants
and paraprofessionals.

State-wide survey on educational assistants and paraprofessionals. A survey presented
to local school system directors of personnel provided a state-wide picture of educational
assistants and paraprofessionals. An analysis of the survey revealed the following:

o Approximately 8,000 full-time educational assistants and paraprofessionals are
employed by local school systems.

There are as few as 45 educational assistants and paraprofessionals in one local
school system and as many as 2,000 in another.

« Educational assistant and paraprofessional positions are funded through state,
local and/or federal funds.

Salaries for educational assistants and paraprofessionals are commensurate with
their educational background.

Most of the educational assistants and paraprofessionals are represented by one
of four collective bargaining units: Montgomery County Council for Support
Service Employees; Maryland State Teachers Association; Baltimore Teachers
Union; and the American Federation for State, County and Municipal
Employees.

The fiscal impact of certifying/licensing educational assistants and
paraprofessionals would result in additional costs for personnel office staff and
Department staff needed to process the appropriate materials for
certification/licensure purposes and the increased costs associated with
salary/benefits for a new class of licensed employees.

Analysis of job descriptions. The task force selected and reviewed the job descriptions
of educational assistants and paraprofessionals from 14 local school systems. The local school
systems included: Allegany, Anne Arundel, Baltimore County, Calvert, Cecil, Garrett, Harford,
Howard, Kent, Montgomery, Prince George’s, Queen Anne’s, Talbot, and Washington. While
the class of individuals serving in the capacity of educational assistants and paraprofessionals
contained great similarity in terms of their overall job-related responsibilities, the job titles used
by local school systems varied greatly. In the selected local school systems reviewed by the task
force, there were over 25 different job titles (e.g. attendance monitor assistant, Chapter 1
assistant, foreign language assistant, health assistant, instructional assistant, special education
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assistant, etc.).

An analysis of job descriptions underscored the fact that educational assistants and
paraprofessionals always work under the direct supervision of certificated educators and/or
professional individuals. Moreover, a common core of duties for educational assistants and
paraprofessionals emerged. These duties are as follows:

Assists in the follow-up of instructional activities as planned and presented by
the classroom teacher;

« Prepares and operates the necessary instructional and audio-visual materials;

Provides a variety of clerical tasks (e.g. correcting paper, taking daily
attendance, etc.);

Monitors the safety and behavior of students; and

Performs other duties as assigned by the supervisor.

Common definition for educational assistants and paraprofessionals. After extensive
deliberations, the task force adopted a common definition for educational assistants and
paraprofessionals. Educational assistants and paraprofessionals are defined as employees:

1. Whose positions are primarily instructional in nature and may also include the
delivery of other direct or indirect services to children, youth and/or their parents;
and,

2. Who work under the direction and supervision of a certificated staff member who
is responsible for the overall conduct and management of the education and related
services programs, including the design, implementation and evaluation of such
programs, and the assessment of the impact on student progress and other
education outcomes.

Legal issues surrounding the certification/licensure of educational assistants and
paraprofessionals. Counsel from the Office of the Attorney General presented to the task force
legal issues that need to be addressed if certification/licensure for educational assistants and
paraprofessionals were recommended by the task force. The following issues were presented and
discussed.

« Since the Professional Standards and Teacher Education Board and the Maryland
State Board of Education do not have the authority to issue requirements for
certification or licensure of educational assistants and paraprofessionals,
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authorizing statutes need to be changed through legislation passed by the
Maryland General Assembly.

A grandfather clause may need to be considered for educational assistants and
paraprofessionals employed by locals school systems prior to the
implementation of licensure/certification.

 The State Superintendent of Schools must keep records, credentials, and
diplomas for all certificated employees. Certification/licensure for an additional
8,000 educational assistant and paraprofessional employees has a significant
fiscal impact for the Division of Certification and Accreditation at the
Maryland State Department of Education.

« Contracts for educational assistants and paraprofessionals need to address the 2-
year probationary period similar to that found in contracts for teachers. Tenure
and dismissal need to be addressed through regulations as well.

« Collective bargaining for educational assistants and paraprofessionals needs to be
addressed. Authorizing statutes need to be changed through legislation passed
by the Maryland General Assembly.

« Reciprocity for educational assistants and paraprofessionals who move from state
to state needs to be clarified through the Interstate Certification Contract.

« An appeal process/system needs to be established to determine rulings on
certificated staff who do not fulfill or complete specific certification/licensure
requirements.

« COMAR needs to address personnel issues such as attendance, notification of
sick leave, death leave, loss of pay, and evaluation requirements.

« The impact of certification/licensure on paraprofessionals who work with special
education students may cause a liability issue with respect to due process under
the Individuals With Disabilities Education Act. For example,
parents/guardians could claim their child is not receiving services from
individuals having the highest requirements in the State applicable to
educational assistants and paraprofessionals and could request a due process
hearing for private placement reimbursement and attorney fees if one
jurisdiction certifies educational assistants and paraprofessionals and other
jurisdictions do not.
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Paraprofessional Task Force Recommendations

After careful deliberations, the task force makes these recommendations to the Governor and the
General Assembly.

Entry level standards for educational assistants and paraprofessionals. The task force
recommends the following: In consultation with interested parties, local boards of education
should set entry level standards for educational assistants and paraprofessionals that are
appropriate for the position and include:

* A minimum education requirement of a high school diploma or general
education diploma;

» Appropriate training for the position; and
* A criminal records check consistent with the Family Law Article.

The task force further recommends that local boards of education grandfather current employees
who may be impacted by the minimum-education requirement of a high school diploma or
general education diploma.

Training and experience to be required of educational assistants and paraprofessionals.
The task force recommends the following: In consultation with interested parties, local boards of
education should provide orientation and/or training to all educational assistants and
paraprofessionals. This training should be commensurate with the responsibilities of and the
previous training/experience of the educational assistant and paraprofessional. Training should
begin prior to assignment in the classroom continuing through any probationary employment and
be an integral part of a process leading to career advancement for educational assistants and
paraprofessionals. Training should enhance the knowledge, skills, and abilities of educational
assistants and paraprofessionals so they can perform effectively in the job. Successful completion
of training activities should be formally recognized as a legitimate means for educational
assistants and paraprofessionals to advance in their career.

The development of examinations for entry into educational and paraprofessional careers.
The task force deliberated the issue of an entry level examination for educational assistants and
paraprofessionals. After thoughtful discussions, the task force is making no recommendation with
respect to an entry level examination for educational assistants and paraprofessionals.

The primary rationale for making no recommendation rests on two key points. First, there is a
great variance in job descriptions and job duties for educational assistants and paraprofessionals
within and among local school systems across the State. Second, the ability to develop a valid
and reliable entry level test is hampered by the wide variance of job descriptions and job duties.
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Therefore, the task force felt it would be fair and prudent to render no recommendation on this
matter.

The licensure of educational assistants and paraprofessionals. The task force
overwhelmingly recommends that no state-issued license be created and required for educational
assistants and paraprofessionals who seek to be employed or who are currently employed in local
school systems throughout the State.

The task force also overwhelmingly recommends that no state-issued license be created and
required for educational assistants and paraprofessionals who seek to be employed or who are
currently employed in the City of Baltimore.

Further, the task force overwhelmingly recommends that no state-issued license be created and
required for educational assistants and paraprofessionals who seek to be employed or who are
currently employed in any single local school system in the State.

Career ladders for educational assistants and paraprofessionals. The task force
recommends the following: In consultation with interested parties, local boards of education
should develop career ladders for educational assistants and paraprofessionals based on entry level
standards, training, and job responsibilities.

Other matters that the Task Force considers of significance. The task force considered
four additional matters related to its charge. Each matter received careful attention and the
outcomes are presented below.

1. The task force considered and rejected a motion to recommend that the General Assembly
create a task force requiring the State Board of Education and the Board of School
Commissioners of Baltimore City review the present utilization of educational assistants and
paraprofessionals by Baltimore City Public Schools and make recommendations on: 1) Entry level
standards for educational assistants and paraprofessionals; 2) Training and experience to be
required of educational assistants and paraprofessionals; 3) The development of examinations for
entry into educational and paraprofessional careers; 4) The licensure of educational assistants and
paraprofessionals; 5) Career ladders that educational assistants and paraprofessionals can anticipate
following; and 6) Other matters that the task force considers of significance.

2. The task force considered and rejected a motion to recommend that the General Assembly
create a committee to study career ladder issues for educational assistants and paraprofessionals.

3. The task force considered and rejected a motion to recommend that the General Assembly
require the State Board of Education create a committee to study career ladder issues for
educational assistants and paraprofessionals.
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4. The task force recommends that if the General Assembly takes action on the Report of the
Paraprofessional Task Force, then an update on the status of the recommendations should be
submitted by local boards of education to the State Superintendent of Schools by September 30,
1998.

Conclusion
The members of the Paraprofessional Task Force wish to thank the Governor and General
Assembly for the opportunity to study and make recommendations on this matter. Members of
the task force also appreciate the chance to serve the citizens of Maryland. We hope this report
serves to provide insight and guidance to members of the General Assembly as this issue is
deliberated.
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